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JOB DESCRIPTION

1. JOB DETAILS



Job Title: 


Lottery Assistant 
Hours: 


14 hours per week (over three days)
Unit/Department: 

Lottery/Fundraising
Reports to: 


Lottery Manager
Tenure: 


Permanent 

2. JOB PURPOSE 

Assist with the administration of Rowcroft’s lottery to help the Lottery team to achieve its annual financial targets

3. DIMENSIONS
Rowcroft’s lottery is an important source of income for the hospice, helping to fund the care given to local people. The lottery has 9000 members and raises a net profit of £293,000 each year. 

Take responsibility for setting up and maintaining lottery membership records on our database. Control Direct Debits and standing orders, support the Lottery Manager in overall management of the Rowcroft lottery. 

Performing a range of administrative tasks. Rowcroft’s Lottery is governed by the Gambling Commission there is a requirement that the lottery draw is performed on a fixed and regular basis.  The keeping of accurate and up-to-date records is critical in the successful operation and marketing of the lottery. 
4. PRIMARY DUTIES AND RESPONSIBILITIES

· To assist with administration systems within the lottery, working within financial and administrative regulations to fully support the Lottery department.  Work should be carried out to a high standard and in accordance with Gambling Commission regulations.
· Deal with all correspondence, membership applications and income arrangements for the lottery including canvassers, agencies and collectors where necessary.

· Ensure membership details are correctly input onto the Combase lottery database, all lottery receipts are accurately input and reconciled each week to enable the weekly prize draw to be carried out on a timely basis. Including processing or Direct Debits, standing orders and debit card payments.
· Liaise with Secure Collections in relation to lottery Direct Debits and ensure that we work within the Direct Debit regulations.

· Deal with emails, post and answer telephone enquiries on a daily basis.
· Ensure that records are maintained to enable the Finance Department to carry out required reconciliations to prove financial integrity of lottery system, and facilitate internal and external audit requirements.
· Use the fundraising database Donorflex to update lottery information and on occasion provide cover to the fundraising team.  
· To carry out any other duties, within an appropriate level of responsibilities as required, including collecting lottery rounds if required.

· To administer single tickets, and record sale figures.

· Provide a courteous response to membership enquiries together with a programmed preparation and distribution of membership renewals.

· Communicate, by letter or telephone, with all longer term non-paid members, agree a more appropriate method of payment or confirm cancellation of their membership.
· Provide a courteous response to membership enquiries together with a programmed preparation and distribution of membership renewals.

· To provide a high standard of stewardship for lottery members including identifying opportunities to thank them for their support.

· To ensure all supporters are given the best possible supporter care and consistency.  In addition, adhere to GDPR legislation and Rowcroft policy and procedures relating to supporters.
· Provide support and cover when necessary for the Lottery Administrator.
· Prepare and assist with Lottery Special Draws, promotions and events

· Maintain effective filing systems.

· Attend and participate in Lottery promotions and events

· To engage with all Lottery Representatives, collectors and volunteers in a, friendly, sensitive and helpful manner to build a good rapport.

· To undertake flexible hours as and when the need arises.
· To ensure confidentiality at all times within the Hospice
· To support and participate in the fundraising activities of the hospice wherever possible.

· To act as a responsible individual in relation to Health and Safety and be aware of the responsibilities of all employees to maintain a safe and healthy environment for patients, visitors, staff and volunteers.

5.
COMMUNICATIONS AND WORKING RELATIONSHIPS:

The postholder will be in regular and direct contact with:

•
Lottery staff
•
Finance Department

•
Lottery Representatives and volunteers

•
Lottery members

•        Rowcroft fundraising team, hospice shops staff and volunteers

6.   AUDIT CLAUSE

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

7.
INFECTION CONTROL CLAUSE

Infection Control is everyone's responsibility.  All staff, both clinical and non clinical, are required to adhere to the organisation's Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times, thereby reducing the burden of Healthcare Associated Infections including MRSA.

 

All staff employed by Rowcroft Hospice have the following key responsibilities:

 

· Staff must decontaminate their hands prior to and after direct patient care or contact with the patient's surroundings;

· Staff members have a duty to attend mandatory infection control training provided for them by the Hospice;

· Staff members who develop an infection (other than common colds and illness) that may be transmittable to patients have a duty to contact Occupational Health.

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:

PERSON SPECIFICATION
	Attributes
	Essential
	Desirable

	Qualifications, special training and general intelligence
	· GCSE or equivalent grade C in English Language and Maths 

· Computer literacy (European Computer Driving Licence or equivalent experience) 
	· A Level or equivalent/further education qualification 



	Knowledge and skills
	· Accurate data entry skills

· Numeracy and financial skills

· IT skills, in particular Excel and Word 
· Verbal and written communication skills
· Good telephone manner
· Customer care skills 
	· Knowledge of Hospice 
· Knowledge of Gambling Act 2005 and Data Protection Act 1998 

· Knowledge of work of the Gambling Commission 

	Experience


	· At least three years’ experience of administration. 
· Experience of using a database to update and maintain records
· Customer care experience 
	· Working within a fundraising environment 

· Working with a lottery or fundraising database 



	Personal requirements e.g. communication, interpersonal
	· Commitment to quality and best practice 

· Professional and responsible approach to work 

· Ability to multi-task and work under own initiative 

· Excellent time management skills 

· Calm under pressure 

· Well organised and efficient 

· Tactful, sensitive 
	

	Other requirements, e.g. 

Rotas


	· Commitment to Rowcroft’s aims
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