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		Job Title:
	Fundraising Officer

	Section:
	Communications & Development

	Location:
	Based in Beckenham, with some home working and travel across Bromley, Lewisham, Lambeth, Southwark and Greenwich


	Hours:



Contract:
	15 per week to be worked across two days. Ideal timing is one Mon-Weds and one Thursday-Friday to recognise Manager’s Mon-Weds working hours

Fixed-term for one year


	Responsible to:
	Development & Engagement Manager






	[bookmark: _Hlk127262790]Role Summary: 
To support the Development and Engagement Manager in raising the profile and awareness of SEL Mind and maximising voluntary income through a diverse range of funding streams through administration support and donor care. 




	Key Responsibilities: 

Donor Care & Administration
1. Manage the fundraising inbox, responding to emails and enquiries in a timely manner, particularly during busy event periods
2. Be responsible for thank you letters and emails to individuals and organisations who donate
3. Populate and maintain the CRM system with existing data, ensuring accurate and up-to-date records are kept centrally and used effectively
4. Work with the finance team on administration of donations 
5. Handle supporter care enquiries and maintain accurate records of all interactions
6. Maintain and build relationships with individual donors 

Community & Corporate Fundraising Support
7. Encourage and support individuals and groups to fundraise by providing guidance, resources, merchandise, leaflets and information for community fundraisers
8. Support challenge event participants, including supporting the recruitment of fundraisers for events such as the London Marathon and providing responsive support and assistance with Just Giving pages and processing of donations
9. Actively support corporate fundraisers and community partners with their events and proactively target potential supporters for events 
10. Develop and maintain relationships with community supporters, businesses, and local groups in collaboration with the Development and Engagement Manager
11. Represent SEL Mind at events held by community fundraisers or to network with potential supporters. This may include managing presentations and initial engagement discussions 

Event Support & Coordination
12. Provide support for fundraising events including logistics, volunteer coordination and promotion, managing discrete project management elements with direction from the Development and Engagement Manager
13. Work with the communications team on capturing promotional content, managing promotional materials for fundraising activities and managing a range of promotional merchandise and materials for the fundraising programme

Communications Support
14. Liaise independently with communications teams to promote and communicate fundraising campaigns, events and to demonstrate the impact of donations
15. Support communications with donors, bidders, and event supporters across various channels

Strategic Support & Development
16. Support on in-memory giving, legacies and corporate support, exploring opportunities for development in this area
17. Support internal work with colleagues to identify and grow new fundraising opportunities and relationships such as in kind donations
18. Effectively manage own workload including during line manager’s non-working days
19. Provide day-to-day administrative and logistical support across fundraising projects in response to need

	




	General Responsibilities:
· Work in line with SEL Mind’s Purpose, Vision, Values and Aims
· Positively represent SEL Mind, both internally and externally, and promote our work 
· Comply with SEL Mind’s policies and quality frameworks 
· Promote understanding, awareness and positive attitudes towards mental health and dementia
· Promote equity, diversity and inclusion
· Attend and actively contribute to individual supervision and training sessions, team meetings and organisational events
· Perform other duties appropriate to the role
· Support, encourage and engage active service user and carer participation wherever possible
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