	Job Title: Fundraising assistant: Supporter development
	09.00-17.30

PT

2.5 days pw

£25,000 pa pro rata

(£12,500)
	Reports to: Community Events & Fundraising Co-ordinator

	Purpose

· The role supports the Fundraising team in securing income for the delivery of The Food Chain’s services, with a particular emphasis on individual donors and supporters


	Donor care and development
· Process and acknowledge online and offline supporter donations. This includes regular donations (Direct Debits, standing orders and payroll giving), one-off donations, including appeal income (via cheque, online and any other channels as required)
· Maintain accurate and up to date supporter records and financial data 

· Keep Gift Aid records up to date and support  the CEO in submitting Gift Aid claims

· Undertake research as required into potential new donors and campaigns

· Develop and implement initiatives to increase support from, and enhance our profile with, individual donors and supporters.
· Work with the Community Events & Fundraising Co-ordinator to devise suitable propositions for, and secure donations from new supporters.
· Promote and co-ordinate the ‘Charity of the month’ initiative targeting new restaurants and food outlets.
· Work collaboratively and take the lead on agreed-upon project(s), providing the opportunity for personal development

· Take care to treat all supporter and financial data confidentially

Communications

· Sustain effective communication with potential donors and other stakeholders and increase opportunities for giving.

· Ensure timely acknowledgment of income to all donors and accurate and comprehensive donor and income records on the office database.

· Prepare reports detailing income received 
Team
· Actively participate in team meetings and support the work of colleagues as appropriate

	Experience, Knowledge & Competencies

Experience:

· Recent experience of fundraising, ideally working with individual donors
· Experience of creating and sustaining positive relationships with a diverse range of supporters and donors or similar relationship management
· Experience of using a CRM system such as Salesforce, or a fundraising database
Knowledge

Understanding of the issues faced by people living with HIV in the UK and the ability to explain this to others

Competency
· Excellent communication and presentation skills

· The ability to effectively represent the organisation and communicate with a range of stakeholders

· The ability to occasionally work outside ‘normal’ office hours including some weekend work for which time off in lieu will be available.

· A high level of IT competence 
· The ability to prioritise work and engage collaboratively 

· Self-motivated with a “can-do” attitude, and the ability to work as part of a team 



