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Northern Ireland’s
Children’'s Heart Charity




Position:


 Fundraising Officer (Full Time; Maternity Cover) 
Reports to:


Line Manager

Salary:



£24,000 - £26,000
This post provides the opportunity for an enthusiastic, motivated and outgoing individual to make a significant difference to the organisation and the families we support.  The individual will lead in the development of fundraising and income generation activities for the charity and by raising awareness of our services.

You will have the opportunity to work on your own initiative but will be supported by a manager and enthusiastic volunteers to develop a range of fundraising opportunities to enable the development of our service

We welcome dynamic and committed individuals to apply for this post and join the Children’s Heartbeat Trust team.
Principal Responsibilities:

· Identify and pursue appropriate funding opportunities to support organisational priorities in line with the strategic plan

·    Maximise income by engaging and supporting supporters and potential supporters to deliver fundraising events, including corporate partners and past supporters.
·    Use creative methods of both verbal and written communication (including social media) to promote and deliver fundraising activities
·    Recruit and be responsible for volunteers who will raise funds through community fundraising initiatives

·   Co-ordinate Children’s Heartbeat Trust presence at fundraising events and ensuring staff have appropriate resources for external meetings as requested 
·   Co-ordinate cheque presentations (media releases, photograph & props)
·   Ensure that all mechanisms of individual giving are in place and are maintained and developed, such as text donate, online giving and that payroll giving is promoted and realised

·    Ensure the fundraising database is updated with new donor/volunteer details and all communications including thank-you’s are up to date and recorded accurately.

·   Be responsible for fundraising support materials and reordering where necessary.
·   To explore all relevant fundraising opportunities as they present themselves with the support and recommendation of the manager

·    Updating social media sites, website and publications with relevant information in relation to fundraising events, calling for volunteers and donations etc.
·    Research and identify relevant funders for projects and initiatives

·    Maintain and cultivate excellent relationships with donors/ funders and work collaboratively with the charity team 
General Duties
· To adhere to the Children’s Heartbeat Trust Equal Opportunities policy in all activities and to actively promote equality of opportunity wherever possible.

· To identify any training and development requirements, and to take appropriate action to ensure these needs are met.

· To maintain appropriate confidentiality always and ensure proper observance of all CHT protocols relating to confidentiality, health and safety and safeguarding children and vulnerable adults.
· To assist in the development of protocols and procedures to ensure best practice and consistency.

· To nurture effective relationships with internal and external stakeholders.

· To take an active role in the maintenance and development of relevant pages of CHT’s website and social media platforms. 

· To be committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.
· To understand and be committed to the values of the charity.
· To assist with the collection of data, statistics, evaluations and user feedback and with the compilation and presentation of reports.

· Any other duties as directed by and agreed with the Line Manager.

Other Duties
· Working in a developing environment you will be expected to undertake other appropriate duties for the effective operation of the charity.

· You will be expected to attend fundraisers and events throughout NI, many of which will be in the evenings or at weekends.  Time off in lieu may be granted.
The responsibilities of this post and reporting structure will be periodically reviewed.

Person Specification

	Attributes
	Essential
	Desirable
	Measured by

	Knowledge/ Qualifications
	Educated to degree level in relevant subject
	Member of the Institute of Fundraising
	Application and certificates

	
	Knowledge of community and corporate fundraising techniques and mechanisms
	
	Application and Interview

	
	Thorough understanding and knowledge of the issues affecting fundraising in the voluntary sector
	
	Interview

	Experience
	Demonstrate success and experience in the field of Fundraising, Events or PR/Marketing (minimum 3 years) – statutory or voluntary agency
	Experience of successfully applying for grants and foundations
	Application and Interview

	
	Experience of working to achieving fundraising targets
	
	Application and Interview

	Communication Skills
	Excellent communication and listening skills utilising a range of media including technology, written and oral
	
	Application and Interview

	
	Ability to develop and maintain positive relationships with donors, heart families and other stakeholders
	Demonstrate experience in building and maintaining relationships
	Interview

	Personal Attributes and Qualities
	Ability to work accountably as part of a small multi-disciplinary team with a friendly and open manner
	
	Interview

	
	Driven, energetic, confident and self-motivated to work independently and use initiative
	
	Application and Interview 

	Project Management 
	Ability to manage time effectively and prioritise work to meet deadlines
	
	Application and Interview

	
	Ability to generate ideas and solutions
	
	Interview

	
	Highly organised, methodical and reliable
	
	Application and Interview

	Circumstances
	Ability to work out of office hours
	
	Throughout process

	
	Valid UK driving licence and use of car to meet requirements of post
	
	Copy to be provided



