NICE – Centre for Movement Disorders

JOB DESCRIPTION

I.  JOB TITLE: Fundraising and Communications Officer
RESPONSIBLE TO: Fundraising and Communications Manager

II.  JOB PURPOSE
To be the main point of contact for our families and wider community, to encourage support for the charity. This will include the planning of our community events, third party fundraising, and campaigns, supporting individual fundraisers and volunteers along the way to achieve NICE’s community fundraising target. You will link in with the overall fundraising strategy and work collaboratively across the fundraising team and wider organisation. The role will also share responsibility for organisation-wide marketing and communications, including newsletters and social media.

III.  Key accountabilities 

Fundraising
· To lead on NICE’s Community Fundraising initiatives, linking with all our service users and their families
· Recruit supporters to take part in both our community events and hold their own in aid of fundraisers and steward them through the process
· Promote third party events such as the Great Birmingham Run and Wolf Run to our supporters and help them raise as much as possible
· Plan our events such as the NICE 10K, and our summer and winter fayres
· Research and reach out to community organisations such as Rotary Clubs, educational establishments and Golf Clubs to encourage support
· Develop appeals that will appeal to community partners such as schools, and promote them
· Complete applications to community grant-givers for support
· Promote volunteering opportunities and build on our existing database to ensure we have a good solid base of volunteers
· Maximise supporter recruitment and retention in line with annual financial targets

Marketing
· Alongside the rest of the Fundraising team, contribute towards the deliverance of the organisation-wide Communications strategy
· Create content for social media, email newsletters and other avenues to keep followers informed and engaged
· Seek out opportunities to promote the services of the charity through case studies, advertising, and press opportunities 
· Work across the organisation to ensure website content is up to date and accurate
· Occasional monitoring of social media outside normal working hours




General 
· To ensure the Fundraising strategy has a strong customer care focus by demonstrating accountability to donors, supporters and volunteers and ensuring their contribution is recognised, valued and actively acknowledged. 
· To attend regular meetings and provide updates and reports to the Fundraising Team which may be communicated to the wider organisation.
· Keeping up-to-date with service developments at NICE
· Play a role in representing and speaking about NICE’s work at appropriate functions and events.
· To brief and liaise with the rest of the fundraising team and other staff at NICE to produce fundraising materials and newsletters. This will also include arranging copy from key staff, proofreading copy and design work  and liaising with our external design agency.
· To ensure that all data is properly recorded and managed through the NICE’s database, kept up to date, managed in accordance with NICE’s policies, and complies with the Data Protection Act 1998 (General Data Protection Regulation from May 2018).
· Stay on top of industry trends and suggest new fundraising initiatives
· Contribute to other activities undertaken by NICE under the direction of the Fundraising Manager


PERSON SPECIFICATION
- Experience of proven fundraising in the voluntary sector (or healthcare/education related) desirable.
- Good numeracy and planning skills, well organised with the ability to multi-task and prioritise a busy workload. 
- Basic skills in financial planning and budgeting and experience of using a database.
- Creative, with an ability to generate new fundraising initiatives.
- Self-starter who is motivated to achieve goals and financial targets.
- Embody NICE’s Values.
- Collaborate with colleagues across NICE and able to build relationships with a diverse range of people.
- IT skills (Microsoft Word/Excel) essential.  Training will be given on fundraising database.
- Excellent administrative skills.
- Team player, flexible and willing to contribute to other areas of fundraising when needed  
- Excellent verbal, telephone and written communication skills.
- Happy to work varied hours and weekend events in conjunction with team.


This post is subject to a DBS check – NICE is committed to safeguarding the welfare of its children and vulnerable adults. 



TERMS AND CONDITONS

TENURE      

Permanent position. Full time, 37.5 hours per week with some evening and weekend work required. Hybrid working.
30 hours per week may also be considered. 

HOLIDAYS   

23 days annual leave, plus statutory leave and 10 Foundation closed days 

PENSION 

Enrolment in to pension scheme after probationary period
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