




Weldmar Hospicecare
Job Description and Person Specification


Job Title:		Community Fundraiser
 
Location: 	Mixture of Hybrid Working from home and our Inpatient Unit in Dorchester

Hours of work:	37.5 hours a week (30 hours a week will be considered)

Grade:		Weldmar salary scale

Reports to:             Events and Community Manager


Job Purpose

To play a key role as part of a small fundraising team helping to identify, support and deliver fundraising in aid of Weldmar from our community. You will support and engage with members of the public to help them achieve their own personal fundraising and activities, offering guidance and support to ensure that Weldmar’s strong public image is maintained at all times. Your focus will be on building and retaining strong relationships with key stakeholders including supporters, fundraisers and volunteers, ensuring that they feel valued, appreciated and that their support is making a difference to the charity. Your involvement will be vital in contributing to the overall fundraising strategy for Weldmar Hospicecare. 


Scope and Limits of Authority

· You will be working closely with your colleagues in a small team to develop, manage and support key relationships across our local community including local fundraisers, schools and volunteers. 
· You will use your personable and approachable skills to work both as an individual and as part of the wider fundraising team when required.
· As well as securing vital income for the charity, your role will heavily involve making sure that our supporters feel valued and appreciated with a close relationship to the charity. You will act as an ambassador for the charity, ensuring that you are acting appropriately and professionally at all times and following the fundraising regulations. 
· You will have budgetary responsibilities, overseen by the Events and Community Manager, for both income and investment, being able to manage a budget and demonstrate a good return on investment. 
· You will be involved in planning, organising and delivering a small number of key mass participation fundraising campaigns, with the ability to contribute to a strong business case, monitor income and expenditure, manage volunteers and deliver a safe and enjoyable experience. 
· During key events and campaigns, either organised by Weldmar Hospicecare or having a presence at an external event, you will be required to work with the wider fundraising team or your colleagues in the marketing department to ensure you are available to attend, which if at evenings or weekends.
· You will work as part of the necessary working groups within the charity to ensure all opportunities are maximised, success is being monitored and best practice is being followed at all times.


Job tasks

Responsibilities will include but not be restricted to:

· Create, retain and develop strong relationships between our supporters and Weldmar Hospicecare, being personable, approachable and professional at all times, whilst being a key contact for our supporters. 
· Ensure that all public donations and support is acknowledged in a rapid and personable manner using excellent telephone skills or other creative channels. 
· Record, monitor and manage communications and updating records for our supporters via our CRM database, Raisers Edge, recording actions, conversations and prospects. 
· Contribute to developing and implementing a community led fundraising programme to engage our supporters to organise their own events and activities, and to develop and deliver countywide mass participation campaigns. 
· Budget, monitor and evaluate income and investment performance for campaigns and activities taking corrective action where necessary and maximising cost effective use of all resources.
· Work as part of the team to manage and support fundraisers and schools to ensure that their fundraising is safe, professional and within fundraising and legal guidelines.
· Utilise your skills and experience within the relevant working groups to ensure that our supporters remain in the centre of all of our decisions and communications. 
· Complete, record and update full risk assessments for Weldmar organised community focussed campaigns and supporter led initiatives (as required). 
· Work alongside your colleagues in the marketing team to advise on the design, print and delivery of marketing materials for community fundraisers as well as compiling a more in depth and bespoke marketing plan for promoting community focussed campaigns organised by Weldmar. 
· Maintain existing relationships with current volunteers and supporters, utilising their skills and resources as necessary. 
· Represent the charity at community events, talks and presentations, including cheque presentations whilst ensuring that you are promoting the good name of Weldmar and our reputation at all times.
· Use listening and empathic skills when talking with patients, recently bereaved or supporters who wish to financially support Weldmar. 
· Develop and maintain own professional knowledge of events, fundraising and community support by participating in appropriate cross-agency forums and building professional relationships with colleagues in the charity sector. 
· Work in compliance with the General Data Protection Regulations ensuring that all data handled is in a safe and secure way and only used for the sole purpose that it has been obtained for.
· Provide great customer service to all members of the public when representing Weldmar Hospicecare.
· Utilise previous skills or experiences gained by being a supporter of Weldmar Hospicecare or other charities, ensuring that you are relatable and understanding of supporters requirements and potential commitment.  



PERSON SPECIFICATION

Qualifications and Knowledge 

· No specific qualifications are required for this job role however knowledge and understanding of the work of Weldmar Hospicecare is required, with an in depth understanding of our range of services and our plans for the future.
· Knowledge of the importance of income generation through community support, events, challenges and activities.  
· Knowledge of General Data Protection Regulations.
· Good knowledge and IT skills, including Microsoft Office applications (Word, Excel, Access, PowerPoint, Outlook) ideally, with a good understanding of databases and their use in managing and retaining supporters. 


Experience

· Experience of organising or managing events and able to demonstrate good return on investment.
· Proven track record of working with members of the public with great customer service or providing a personable customer/client experience.
· Desirable to have experience of working alongside and managing volunteers or members of the public and able to demonstrate any previous experience in enrolling volunteer helpers and ensuring that they feel valued.
· Experience of financial management with a track record of achievement against targets or a budget.
· Experience of fundraising in aid of Weldmar Hospicecare or participating in Weldmar organised events and challenges is desirable but not essential. 


Skills and Abilities

· Excellent interpersonal skills including the ability to build relationships and work collaboratively with supporters and key colleagues across the organisation.
· Excellent communication skills, verbal and written, including accuracy 
· Excellent planning and organisational skills including the ability to manage several events/activities and a large number of relationships at any one time. 
· Attention to detail and accuracy both when delivering events and reporting and recording information via our CRM database, Raisers Edge. 
· Confidence to engage with members of the public with both small and large scale audiences to talk about the work of Weldmar and financial opportunities.
· The ability to work on your own, be self-motivated and drive to achieve set goals as well as an excellent team and collaborative approach, utilising your personal skills to achieve the best result.
· Excellent time management and planning skills to enable you to manage your diary and workload at all times.
· Ability to lift, carry and move items at events, such as gazebos in line with manual handling guidelines. 


Other Requirements 

· A Basic Disclosure and Barring Service (DBS) Check: which will disclose any unspent convictions or conditional cautions.
· Commitment to the values and ethos of Weldmar Hospicecare.
· Act as an advocate and ambassador for the Charity.
· Commitment to and understanding of equality, diversity and inclusion and how this translates into good practice.
· Understands and conforms to Weldmar Hospicecare infection prevention and health and safety policies and actively promotes best practice at all times.
· Commitment to own continued professional and personal development.
· Ability to travel which requires a full valid driving licence and business insurance.
· Ability to work flexibly, including evenings and weekends for which time of in lieu will be given.
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