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JOB DESCRIPTION

1. JOB DETAILS


Job Title: 


Fundraising Administrator
Hours: 


37.5 hours per week

Salary: 


In the region of £18,000



Unit/Department: 

Fundraising Department
Reports to: 


Friends & Family Fundraising Manager 
Tenure: 


1 Year Maternity Cover 
2. JOB PURPOSE 
Fundraising, in all its forms, is critical to Rowcroft’s continuing support for the population of South Devon who are living with a life-limiting illness. The care of three out of four patients is funded thanks to voluntary donations and Gifts in Wills.

The Fundraising Administrator, will provide administrative support to the Family & Friends (F&F) Fundraising Manager and will play a key role in ensuring supporters are thanked and communicated with in the most appropriate way. You will record all communications onto our database, which will ensure our supporters receive the highest level of supporter care.
This job role will involve direct contact with supporters by mail, phone and face to face. Sensitivity, diplomacy and tact are essential as many of the hospice’s supporters are bereaved with direct experience of the hospice’s services.
Another key part of the role will be assisting the F&F Fundraising Manager in administering Gifts in Wills (legacies) left to Rowcroft. You will provide administrative support and accurately record and maintain legacy records.

3. DIMENSIONS

To work with the F&F Fundraising Manager and the Database Team, supporting work to achieve income targets.
The post holder has no direct budget responsibilities but must be aware of cost implications and make effective use of resources.

4. ORGANISATION CHART

(Please see attached)

5. PRIMARY DUTIES AND RESPONSIBILITIES

Friends & Family Fundraising

1. Record supporter information on the donor database, Donorflex, thank donors and provide fundraising help and advice to supporters.

2. Assist the F&F Fundraising Manager with the administration of in-memoriam appeals such as Light up a Life and Meadow of Memories liaising with the third party suppliers when necessary.
3. Assist with the administration that may come with the development of new in-memoriam products to meet the needs of the bereaved and help to identify in-memoriam opportunities.

4. Update copy content on the in-memoriam pages of Rowcroft’s website. 

5. Provide administrative support to implement measures to develop supporter loyalty.
6. Maintain regular contact with Funeral Directors and other local companies in relation to in-memoriam opportunities. 
Legacy Administration (all relevant training will be given)
7. Ensure all new legacies to Rowcroft are properly and accurately recorded on the donor database, Donorflex. 

8. Record the progress of current legacies using Excel and provide a monthly update to the F&F Fundraising Manager.
9. Correspond tactfully and sensitively with solicitors, executors and the family of legators. 

10. Assist the F&F Fundraising Manager with the administration and promotion of Make a Will Week.
11. Assist with events and activities aimed at improving and maintaining support from our current legacy pledgers, such as our annual Cream Tea event. 
Data Administration

12. Ensure that all information input and held on Donorflex is accurate and up-to-date and supporters are given the best possible supporter care. Adhere to Data Protection legislation and Rowcroft’s policy and procedures relating to supporters.
General

13. Ensure all activity is to the highest standard to safeguard Rowcroft’s organisational reputation. All activity should comply with relevant legislation, policies and practices (i.e. Health and Safety, Licensing laws, Data Protection Act).

14. Keep up to date on best practice and developments within the charity sector generally and particularly changes to fundraising regulations and codes of practice.
6. COMMUNICATIONS AND WORKING RELATIONSHIPS

· Friends and Family Fundraising Manager

· Head of Fundraising
· Database and Communications Team

· Community Fundraising and Events Team

· Finance Director 

· Ambassadors, fundraising volunteers, Friends of Rowcroft and support groups
7.   AUDIT CLAUSE

All members of staff are expected to participate in audit assessments as appropriate.

8. PERSON SPECIFICATION 

(Please see attached)

9. JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the postholder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

Postholder’s Signature:




Date:

Head of Department’s Signature:



Date:


10.  PERSON SPECIFICATION

	Attributes
	Essential
	Desirable

	Qualifications, special training and general intelligence
	· Educated GCSE level 
	· Educated to A level or equivalent
· Formal qualification in computer literacy e.g. ECDL or equivalent

	Knowledge and skills
	· High level of computer literacy including Microsoft Office and Excel

· Excellent data entry skills

· Excellent written and verbal communication skills 
· Ability to use databases and spreadsheets

· Proven ability to work to a high standard and with an eye for detail
· A proactive and results focused approach

· Proven ability to prioritise and organise own workload effectively and efficiently and meet deadlines

· Ability to work under own initiative
	

	Experience


	· Relevant experience, ideally gained from working in an administrative role
· Experience of working in a customer or supporter focused environment
	· Experience of using databases 
· Experience of writing copy for letters and website content

· Experience of researching new ideas or initiatives

	Personal requirements e.g. communication, interpersonal
	· Ability to form and develop good working relationships with staff, volunteers and supporters 

· A proactive approach to carrying out tasks
· A high degree of sensitivity, tact and diplomacy
· Flexible and able to prioritise workload to achieve deadlines
	· Engagement with the philosophy of the Hospice Movement
· Creative and imaginative in approach to ideas and opportunities

	Other requirements, e.g. 

Rotas


	· To be able to attend fundraising events and activities which may be in the evening or weekends
· To give support to fundraising colleagues as necessary during major fundraising events
	


65
1

