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Lottery Fundraiser
Job description and person specification


	Post title
	Lottery Fundraiser


	Purpose of the post:

	The role is part of a small team which oversees the efficient running of the hospice’s successful weekly lottery, which generates almost £1 million towards hospice care every year. 
You will be responsible for creating a targeted marketing plan to engage existing hospice supporters, and attract individuals new to the hospice supporter base, for the acquisition of new lottery players, the promotion of celebration favours and for our bi-annual raffle campaigns working closely with our retail shops. You will ensure a consistent presence of the lottery at all hospice events. 
You will develop stewardship activities to retain new lottery players, ensuring that they  are appropriately thanked, with a focus on sharing the impact of their support on the care it enables the hospice to provide. Collaboration with the wider Income Generation team is essential, particularly engaging with corporate and community audiences. You will work closely with the wider Income Generation team to ensure an effective and cohesive team, utilising each other’s skills to ensure the very best supporter care.
Working with the Head of Individual Giving (HOIG), you will monitor player numbers and income, producing monthly reports that identify trends and concerns. Reporting to the HOIG, you will play a vital role in the busy and fast-paced Income Generation team. 
An eye for detail, ability to follow procedures, good organisation, and excellent people skills are required for this role. 
The post demands enough knowledge, experience, and judgement to be able to carry out key responsibilities without constant supervision but also to know when decisions need to be escalated to a more senior level. 










Position within the Income Generation team:

	Head of Individual Giving (HOIG)






1 x Lottery Coordinator  (Supporter Focused)

1 x Lottery Coordinator (Compliance Focused)
1 x Lottery Fundraiser           





	
Volunteer Cash Collectors
1 x Lottery Administrator 
Volunteers - Raffle and Celebration Favours







Principal responsibilities:

Fundraiser 

· Contribute towards maximising lottery income for Severn Hospice, focusing on the recruitment and retention of lottery players to achieve key performance indicators and working with the wider Lottery team to research and present viable innovation ideas about how to grow the lottery to maximise income to the HOIG.

· [bookmark: _Hlk198559184]Develop, maintain knowledge and work in accordance with the Gambling Act 2005. Ensuring the Lottery Codes and Conditions of Practice meet the requirements of the Act and are adhered to for all lottery related products.

· To coordinate recruitment campaigns utilising telephone calls, emails and written communication, ensuring compliance steps are adhered to, inspiring people to join the lottery, engaging with players to increase their lottery entries, retaining players, and re-engaging cancelled players to achieve KPI’s. 

· To develop, manage and oversee internal training for all staff (including Retail team) who sell and/or promote weekly lottery and associated products, ensuring full compliance with Gambling Commission regulations. 

· To work in conjunction with the HOIG from concept to delivery and promotion of the hospice’s bi-annual raffle campaigns. 

· To proactively explore opportunities and build external relationships for the promotion and growth of celebration favours along with fulfilling orders and onward stewardship.

Team work

· To work flexibly within the Lottery team to always ensure the smooth running of the Lottery Office at all times. And to become an integral member the Hospice’s Income Generation department, contributing to meetings and in particular, utilising corporate and community leads to promote the lottery and raffles along with identifying and maximising supporter income and stewardship.
· To assist in the maintenance of the database of lottery players. Record and process new Lottery players and make amendments to existing player records where necessary following required procedures.

· To work with teams across the hospice to raise awareness of lottery to achieve objectives, in particular working closely with the Communications Team to ensure effective and consistent promotion of the lottery, raffles and celebration favours.  

· To establish effective working relationships with external suppliers regarding lottery recruitment to ensure targets are met.

Budgets, KPIs and Presenting

· To achieve agreed budget, performance targets, objectives and work within financial expenditure constraints. 

· To provide relevant information to the HOIG as required for the formulation of reports and to produce reports, analysis, and information on the lottery and associated activity for the HOIG  and for the wider team.

· On occasion, to represent the hospice at public speaking engagements and presentations at meetings and conferences. 

· To deal with enquiries either written, face to face or via the telephone promptly and efficiently utilising excellent customer service skills



Education, Professional Development and Training 

· To maintain up to date knowledge of Gambling Commission regulations in relation to the lottery. 

· To take every reasonable opportunity for maintaining, developing, and acquiring competencies and skills for self-development.

· To develop associations with other Hospice lotteries and/or appropriate bodies such as the Lotteries Council and Hospice Lotteries Association to ensure best practise and awareness of sector developments. 

· Maintain awareness of all changes to lottery legislation and effectively communicate such changes to the Lottery team and HOIG as appropriate.


Human Resources

· To feedback progress and development to the HOIG during annual appraisals and regular 1-2-1 meetings.

· Promote and incorporate equality and diversity in all aspects of the team’s operations and in the public domain.

· To recruit manage and build relationships with volunteers who can support the promotion of lottery, raffles and celebration favours. 

The above job description is a summary of the main responsibilities of the postholder, and not an exhaustive list of duties to be undertaken. The duties may be redefined in accordance with the demands of the service. Any redefinition will be subject to discussion between yourself and your manager and be within your level of competence.

Supplementary information

All new hospice employees are subject to a six-month probationary period. 

In accordance with Severn Hospice’s Health & Safety Policy all employed persons while at work are required by Section 7 of the Health & Safety at Work Act to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions.

All employees are required to participate in the hospice’s appraisal process.















Person specification:

The candidate must demonstrate, with examples and evidence, that they meet the criteria outlined below.


	
	Essential
	Desirable

	Qualifications / Training

	· Good level of education – including GCSEs in Maths and English

· Basic knowledge, or willingness to learn legislation and regulations relevant to lotteries
	· Knowledge of relevant Gambling Act 2005 legislation and Gambling Commission regulations 

· Good knowledge of data protection and confidentiality 

	Experience and Abilities

	· Proven experience of working to and achieving financial targets
· Ability to prioritise workload and meet weekly deadlines
· Proven experience of working on successful campaigns/projects 
· Strong interpersonal skills with ability to communicate effectively at all levels

· Ability to deliver speeches and presentations to audiences of all sizes 


	· Experience of working with volunteers 
· Other professional experience within the charity or lottery sector
· Some knowledge and experience of sales, marketing and promotion 

· Experience of working with large databases

· Experience of supporter / customer care journey


	Skills & Knowledge


	· Proficient IT skills including MS Office
· Excellent administrative and organisational skills, experience of problem solving and workload management of team and self
· Strong numeracy skills
· Excellent written and verbal communication skills 
· Able to interpret detailed financial/performance data 
· Analytical skills and report writing
· Delivery of objectives to deadline 
· Excellent customer service skills
· A good eye for detail and high levels of accuracy

	· Understanding of the work of Severn Hospice
· Knowledge of the Gambling Commission, Lotteries Council or Hospice Lotteries Association  

	Personal Qualities, Aptitudes and Attributes

	· Passion and empathy towards our cause
· Excellent attitude in behaviour, committed to building good relationships, with staff, volunteers and supporters
· Excellent team player
· Practical, methodical and calm under pressure
· Motivated and enthusiastic 
· Exceptional attention to detail
	· Ability to handle situations with sensitivity 

· Awareness of PR opportunities and managing public perceptions 



	
Other requirements
	· Willingness to work outside agreed hours occasionally
· Willingness to attend meetings, conferences and networking events 
· Willingness to train and learn new skills
· Willingness and ability to travel, mainly with the catchment area 
	· Good local knowledge of the geographic area 
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