THE FOUNDATION FOR CONDUCTIVE EDUCATION
JOB DESCRIPTION

JOB TITLE: FUNDRAISING & DATABASE ADMINISTRATOR

JOB PURPOSE:  To support the fundraising and marketing team to ensure the effective administration of all fundraising activities. To maintain and develop the Fundraising database and support the team with social media and marketing. 

ACCOUNTABILITY: Fundraising and Marketing Manager

KEY TASKS		

1. FUNDRAISING DATABASE
a) To become completely familiar with the operation and administration of ‘Genie’, the fundraising department’s database and donations management records.  (Training will be given)
b) To ensure all data is entered accurately. 
c) To ensure database is kept up to date.
d) To produce database reports as requested by managers.

2. DONATIONS
a) To become familiar with the various forms and routes of donations, and how to record them, and, if applicable, deal with appropriate paperwork, and acknowledge them.  These will include donations received from Trusts, via online giving, from regular givers, from CAF vouchers, and from Little for a Lotto. 
b) Log donations received.  This will include donations handed in, in cash or cheque form, donations received through the post and donations paid directly into the Bank.
c) Print copies of journal, File fundraising copy and provide Finance Officer with copy of journal, and of letter accompanying donation, if applicable.
d) Produce month end donation reports utilising bank statements from Finance Officer.
e) File fundraising copy and provide copy to Finance Officer

3. INDIVIDUALS
a) Ensure accurate data for all individuals is logged, including specific coding, contact details, gift aid status and records of communication.
b) Ensure gift aid declaration forms in individuals’ files are kept up to date.
c) Ensure Regular Givers lists are kept up to date 
d) Ensure Regular Givers are coded appropriately.
e) Ensure Members’ list is kept up to date
f) Ensure Members are coded appropriately
g) Ensure Little for a Lotto players are coded appropriately.

4. ORGANISATIONS
a) Ensure accurate data for all organisations is logged, including main contact details, and records of communication.
b) Ensure up to date donations record is printed for each file..

5. LITTLE FOR A LOTTO ADMINISTRATION 
a) Become familiar with the operation of Little for a Lotto.
b) Ensure all players are entered and coded on Genie.
c) Maintain accurate and up to date spreadsheet of players
d) Carry out monthly payment check utilising bank statements from Finance Officer.
e) Produce monthly administrative return for local authority
f) Carry out monthly winner procedure

6. DATA CAPTURE
a) Monitor trust success rate
b) Assist with monthly planning
c) Ensure restricted income in monitored correctly 

7. TRUSTS
a) Monitor and keep main Trust tracker up to date
b) Research and Review portfolio of trusts monthly
c) Keep record of non-services applications and successes
d) Keep record of multi-year successes
e) Thank you letters to all Trusts for donations
f) Schedule trust updates on Genie and Trust Fundraiser calendar
g) Look and research new trusts/funders to apply to

8. GIFT AID
a) Process gift aid with HMRC from off-line donations
b) Process gift aid with HMRC from online platforms where appropriate

9. Social media and marketing
a) Support the team with social media and marketing
b) Link with agency to ensure they have information they need 

10. GENERAL
a)	Produce mail merged communication
b)	Produce mailing lists
c)	Produce labels
d)	Assist with Fundraising administration as requested.




SKILLS SPECIFICATION

Good numeracy and literacy
Accuracy when entering data 
Meticulous approach to database detail 
Ability to prioritise workload
Organisational and planning skills

 


