Northern Ireland Hospice
Job Description

Post:



Community Fundraisers x 2





Location:


Post One  : (Mid Ulster/North west)




Post Two  : (Fermanagh/Tyrone)
Reports to:


Community Fundraising Manager
Responsible to:

Head of Fundraising and Engagement
Role

The role will involve building and developing fundraising relationships in the community, by providing excellent stewardship and support to our fundraising groups, schools, churches and local communities in order to maximise income in your designated region. 
Main Responsibilities

1. 
 Ensuring the delivery of local fundraising plans and activities:
•
Contributing to and delivering against annual budgets, targets and plans

•
Ensuring that local fundraising events, activities and collections etc (including outreach collections) run effectively and are well planned, marketed and supported

•
Working with colleagues to ensure events and activities are marketed and supported locally.
•
Attending local fundraising activities and events.
•
Ensuring that accurate and up to date financial and supporter records are maintained and accessible 

•
Providing reports and information about activity, performance, supporters, volunteers etc as necessary and upon request
Implement Community Fundraising direct mailing and other strategies to support the retention of existing/Private/lapsed Donors 
As part of the fundraising team, participate in the development of overall fundraising strategy and initiatives and giving practical assistance in all other areas as required.  Have an awareness of overall fundraising events and fundraising initiatives, such as payroll giving, gift aid and gifts in kind and have awareness of legacies and in memory giving, and ability to promote these campaigns

2. Putting the supporter first:
•
Providing excellent stewardship to build and maintain long term relationships with our supporters

Providing and facilitating supporters with a choice of how they fundraise and work with Northern Ireland Hospice

•
Responding to enquiries from the public, volunteers, fundraisers etc. (by phone, mail and in person) including responding to requests for information and materials etc.
•
Giving talks and presentations to local organisations i.e. schools, rotary clubs, WIs, Sports clubs, churches etc., to increase awareness of and support for Northern Ireland Hospice activities.

3. Developing and managing key relationships inside and outside Northern Ireland Hospice:

•
Working with key staff i.e. nursing service staff, hospice staff, shop managers etc. to obtain support for and involvement with local fundraising activities

•
Working with local media and PR to maximise publicity and awareness of Northern Ireland Hospice and its activities

4. Working with volunteers and colleagues:

•
Recruiting and supervising the work of volunteers

•
Supporting and developing colleagues and volunteers

5. Other:
•
Working within Northern Ireland Hospice policies, procedures and adhering to legal frameworks

•
Cash handling, banking, acknowledging and receipting income in accordance with Northern Ireland Hospice policies and procedures

•
Undertaking administrative duties as required

Key Liaisons

•
Head of Fundraising and Engagement, Community Fundraising Manager, local/area community fundraising colleagues, regional and other fundraising colleagues across Northern Ireland Hospice including corporate and other central teams.

•
Key Northern Ireland Hospice staff.

•
Other Northern Ireland Hospice contacts eg Marketing/PR, HR etc.

•
Volunteers and fundraising groups.

•
Supporters.

•
External fundraising networks and contacts from other charities.

•
Local media.

•
Other local community contacts.

 General

In addition to the specific duties and responsibilities outlined in this job description, all Northern Ireland Hospice employees should be aware of their specific responsibilities towards the following:

•
Northern Ireland Hospice operates a no-smoking policy. The post holder should either be a non-smoker or be prepared not to smoke in any Charity premises, grounds or vehicles or when on Northern Ireland Hospice business outside the office.

•
Adhere to all health and safety and fire regulations and to co-operate with the Charity in maintaining good standards of health and safety. 

•
Uphold ethical and professional standards and not behave in a manner that is likely to bring the Charity into disrepute. 

•
Promote and sustain a responsible attitude towards equal opportunities and diversity within the Charity.

•
Demonstrate a commitment to ongoing registration requirements or any national professional or occupational standards associated with the role.

•
Demonstrate a commitment to ongoing learning and development and to participate in any training relevant to the role.

•
For designated roles, the post holder will be responsible for health & safety, business continuity planning and/or risk management. (These responsibilities will be notified on appointment).

•
Northern Ireland Hospice is committed to encouraging volunteering throughout the organisation and as such the post holder will be expected to support and respect volunteers, and may be asked to work alongside or supervise a volunteer as part of their role whilst working at Northern Ireland Hospice
This job description is not exhaustive. It merely acts as a guide and may be amended to meet the changing requirements of the charity at any time after discussion with the post holder
NORTHERN IRELAND HOSPICE

Employees of Northern Ireland Hospice are required to support its mission which is:

“To provide a range of holistic in-patient and community specialist palliative and rehabilitative care services (for children, young people and adults) , in an environment of learning and research, enabling individuals with life-threatening and life-limiting illnesses and their families to maximise the quality of their lives.”
Northern Ireland Hospice is also committed to the following core values, which employees are expected to apply in all relevant aspects of their work:

Personal

Affording due and equitable attention to the individual and diverse needs of each of our patients, family members, carers, volunteers, staff, and supporters

Passionate

Affirming the individual and organisational commitment to the highest standards of care and excellence in all that we do

Professional

Applying appropriate skills and experience, in an ethical and/or responsible manner as each situation demands, to ensure the best possible outcomes for all concerned

Pioneering

Constantly striving for innovative and creative solutions to old and new challenges

General Responsibilities

· Members of staff are expected at all times to provide a caring service and to treat all those with whom they come into contact in a courteous and respectful manner.

· Staff are expected to demonstrate their commitment to Northern Ireland Hospice by their regular attendance and the efficient completion of all tasks allocated to them.

· All staff must comply with Northern Ireland Hospice Smoking Policy.

· All duties must be carried out in compliance with Northern Ireland Hospice Health and Safety policy and statutory regulations.

· Northern Ireland Hospice is an Equal Opportunities Employer.  You are required to adhere to Northern Ireland Hospice Equal Opportunities Policy throughout the course of your employment.

· All information relating to patients and staff must be held in the strictest confidence and must not be divulged to any unauthorised person at any time, unless to do so is in the best interest of the individual.  A breach of confidentiality will result in disciplinary action being taken in accordance with the Northern Ireland Hospice Disciplinary Procedure. 

Northern Ireland Hospice
Job Specification

Post:



Community Fundraisers x 2 
Department:


Fundraising and Engagement


Grade:


Based on Band 4 (£18,410 - £22,142 per annum)
Hours:


Full time 37.5 hour per week
Essential Criteria:
Qualifications, Training and experience
· 5 GCSEs (Grades A-C) or equivalent qualifications.

· At least one year’s experience working in fundraising/direct sales or marketing.

· Experience of successfully managing projects/events (within agreed cost, time, resources). 

· Strong IT Skills; Microsoft excel, word, power-point, databases etc 

· Full valid driving licence and access to a car to undertake duties associated with the role. 

· Commercial /new business development awareness/acumen 

Personal Skills and Abilities

· Excellent communication skills (written and verbal)
· Experience of public speaking
· Ability to multi-task, prioritise and work to deadlines
· Knowledge of budgets and experience of meeting targets 
· Excellent interpersonal skills and the ability to build relationships with a diverse range of people

· Excellent organisational skills

· Committed and enthusiastic

· Flexibility and the ability to work unsocial hours as required, attending evening and weekend events
·    Ability and flexibility to travel throughout NI and beyond and to work unsocial hours when required. 

Desirable Criteria 
· NVQ Level 3 or minimum of 2 A levels or equivalent
· 3 years’ proven experience of achieving results / targets within a fundraising / sales environment.
· Experience of working with volunteers.
· Experience of effectively using databases for records/ high level monitoring / reporting such as Raisers Edge or other similar databases 

· Experience and knowledge of the voluntary sector.
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