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Fundraising Co-ordinator 
  
	Job description 



Department:			Community Engagement
Location: 			St Catherine’s Hospice 
Responsible to: 		 Head of Fundraising 
Salary: 			 £26,000 FTE 
	Job Summary



Working closely with members of the Fundraising team, you will be at the heart of our fundraising success, welcoming supporters to the St Catherine’s community, providing warm and friendly stewardship and support to deliver their own fundraising activities. You will act as the first point of contact within the fundraising team, ensuring supporters have an excellent experience of raising income for St Catherine's Hospice, encouraging repeat support and helping supporters feel valued and connected to our work. 
In this role, you will also act as a key co-ordinator for the fundraising team, helping to ensure campaigns, events, volunteers, supporter journeys and administrative processes are organised and delivered effectively. You will support the implementation of fundraising activity through stellar coordination and organisational skills, maintain strong working relationships across teams, monitor progress against plans, and provide reporting and insight that helps inform decision making. By keeping activity organised and supporters engaged, you will enable colleagues to focus on building relationships and generating income for the hospice.
This role is office based normal office hours to support fundraising activities, campaigns and wider hospice events. 

	Main Duties and responsibilities 


Duties include: 
Stewardship: 
· Provide warm and friendly stewardship to supporters. Achieve this by understanding their needs and providing appropriate levels of support.
· Provide supporters with the information and advice to enable them to organise their own fundraising events and activities in line with industry regulations. 
· Meet and greet supporters who come to the hospice and provide fundraising support materials 
· Allocate supporters to fundraisers 

Team, Campaign and Project Co-ordination 
· Ensure that all third-party fundraising activities are supported either remotely or collaboratively with the Fundraising leads and Marketing Team.
· Where appropriate arrange for representatives from the hospice to attend cheque presentations, supporter events and shows to provide good supporter relations
· Support the implementation of fundraising campaigns and activity through effective project organisation, tracking milestones and coordinating actions 
· Maintain shared fundraising resources 
· Co-ordinate actions and follow-ups from meetings 


Maintaining & mining accurate CRM data:
· Ensure all supporter Fundraising activity is accurately captured on the CRM system.
· Ensure that accurate and up to date records are kept for marketing preferences, Gift Aid declarations and communications are recorded on Donorflex.
· Provide reports and information about activities, performance, supporters, as necessary and upon request.
· Support Donations and Supporter Care team with inputting and updating CRM records 

Volunteer co-ordination and supervision:
· Work with and co-ordinate a team of volunteers to support events, community engagement activity and provide excellent recognition and stewardship calls and emails to those who have provided support to the hospice.
· Assist with recruitment and onboarding of volunteers, including attendance at volunteer fairs

Collaboration and implementation
· Play an active part in delivering the annual fundraising plan
· Work as part of a team with fundraising and other colleagues across the hospice to maximize fundraising opportunities at events and cross selling other fundraising opportunities.
· Occasionally work outside of regular working hours to support hospice events and undertake any additional responsibilities as reasonably required within your skills and experience. 



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 of using a relationship database to support, inform and report on customer/fundraising activity.
· Experience of supporting multiple projects, meeting deadlines and paying close attention to detail.
Relevant experience: Desirable 
· Previous experience of working with volunteers
· Experience of using digital channels for marketing and stewardship activity
· Understanding of the fundraising code of practice and current legislation within the charity sector.
· Track record of building and developing relationships with individual donors or customers.  
Key Skills and Abilities: Essential 
· Excellent and adaptable communication skills and advanced interpersonal skills
· Organised with good attention to detail and excellent time management skills
· Proactive team player with the ability to persuade, negotiate, influence and motivate others
· Proficient IT skills in Word, Excel, PowerPoint, databases, Microsoft Teams and comfortable with digital environments 
· Resilience – particularly when faced with setbacks 
· Willingness to work outside agreed hours on an occasional basis
· Self-motivated and committed to achieving targets 
· Ability to listen and act on feedback
· Ability to produce reports, spreadsheets and briefings
· Team player and can-do attitude 
· Ability to work independently with limited supervision, multitask and prioritise effectively 
Other: 
· Commitment to personal and professional development
· An understanding of and demonstrable commitment to the hospice’s values of Caring, Compassionate and Committed, as a framework for decisions, actions and behaviours. 
· Understanding and commitment to the aims of Equality, Diversity and Inclusion
· Appreciation of confidentiality 
· Empathetic and comfortable meeting new people 
· Undertake any other reasonable duties requested by the line manager or Senior Leadership Team. 
· As this role involves supporting events in our community, you will need a full, clean driving licence and access to a car for work purposes. 
· Willing and able to work flexibly as required.





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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