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Fundraising Assistant  
  
	Job description 



Department:			Community Engagement
Location: 			St Catherine’s Hospice 
Responsible to: 		 Head of Fundraising 
Salary: 			 £24,784.50 FTE (0.7 FTE, 26 hours per week) 
	Job Summary



Working closely with members of the Fundraising Team, you will provide practical, hands-on fundraising support and increase the capacity of the wider fundraising team.
This is a highly visible role that spends time supporting events, meeting supporters, attending community activities and assisting fundraising colleagues with the day-to-day delivery of fundraising activity. You will act as an ambassador for St Catherine's Hospice, helping to build positive relationships with supporters and ensuring they receive excellent stewardship and customer service.
The role combines community engagement, event support, supporter care and administration, enabling the fundraising team to maximise opportunities and generate income for the hospice.
This role will involve a mixture of office-based and community-based working, alongside occasional evening and weekend work to support fundraising activities and events.
	Main Duties and responsibilities 


Duties include: 
Team Support
· Create capacity for Fundraising leads to focus on growing supporter relationships by providing practical operational support to deliver exceptional supporter experience and help the department run efficiently. Activities include 
· Prepare and print fundraising materials and banners  
· Assist fundraisers with the practical implementation of campaigns, projects and fundraising initiatives.
· Work collaboratively colleagues across the hospice to maximise opportunities.


Community & Supporter Engagement:
· Attend cheque presentations, community events and corporate activities as a representative of the hospice where needed.
· Represent St Catherine's Hospice professionally within the local community.
· Manage fundraising buckets, including preparation, recording and distribution
· As a fundraising ambassador, promote fundraising activities and encourage community participation where appropriate

Event Support
· Support the delivery of fundraising events and campaigns.
· Assist with event set-up, event itself, and pack-down.
· Prepare event materials, fundraising resources and participant packs.
· Attend fundraising events and provide practical on-the-day support where needed.
· Support event preparation, such as wrapping prizes for the charity ball, creating sweet bags, creating hampers etc 

Supporter Care
· Make thank you calls to supporters and donors.
· Help ensure supporters receive excellent experience of supporting the hospice.

Administrative Support:
· Create and update supporter records on Customer Relationship Management system. 
· Support fundraising mailings and communications.
· Maintain accurate records and filing systems.
· Assist with hands-on tasks relating to fundraising activities and events. 
· Conducting prospect research to support community outreach and relationship development




Volunteers: 
The Hospice has the advantage of being supported by a number of volunteers. 
If a volunteer is assigned to assist you at any time, you will still retain responsibility for the requirements of this job in terms of accuracy, efficiency and standards of completion. You will also ensure good communication and be mindful of your responsibility towards that volunteer in terms of Health and Safety.
Confidentiality: 
You should be aware of the confidential nature of the Hospice environment and/or your role. Any matters of a confidential nature, relating to patients, carers, relatives, staff or volunteers must not be divulged to any unauthorised person.
Data protection: 
You should make yourself aware of the requirements of the Data Protection Act and follow local codes of practice to ensure appropriate action is taken to safeguard confidential information.



	Person specification 



Qualifications: Essential
· Educated to GCSE level (including Maths and English or recognised equivalent)
Relevant experience: Essential
· Experience working in a customer-facing environment.
· Experience working as part of a team.
· Full UK drivers license and use of own vehicle.

Relevant experience: Desirable 
· Experience in community engagement activities. 
· Experience supporting events. 
· Experience working with volunteers. 
· Experience within a charity or not-for-profit environment. 
· Experience using a Customer Relationship Management system such as Donorflex.

Key Skills and Abilities: Essential 
· Excellent communication and interpersonal skills.
· Friendly, approachable and confident manner.
· Ability to build positive relationships with a wide range of people.
· Strong organisational skills and attention to detail.
· Good time management and ability to prioritise workloads.
· Competent IT skills including Microsoft Office suite.
· Ability to work independently and as part of a team.
· Flexible and adaptable approach to work.
· Willingness to undertake occasional evening and weekend work.
· Positive, proactive and can-do attitude.
Other:
· Commitment to personal and professional development.
· Understanding and commitment to the hospice values of Caring, Compassionate and Committed.
· Understanding and commitment to Equality, Diversity and Inclusion.
· Appreciation of confidentiality.
· Community-focused and comfortable engaging with supporters and members of the public.
· Personal resilience and ability to work within a hospice environment.
· Undertake any additional duties commensurate with the level of the post as reasonably requested.





This job description is not exhaustive but provides an outline of duties and responsibilities. It does not form part of the contract of employment and will be subject to periodic review with the post holder 
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