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Job Description
Fundraising Assistant/Coordinator 
Responsible to: 	Head of Development

Responsible for: 	N/A

Job Purpose: 	To provide administrative and practical support for all fundraising activities and events at Elidyr Communities Trust so that the maximum level of income is achieved and all donors get the support and stewardship they require.

Key responsibilities:

Main 
1. This role will be the first point of contact for fundraising enquiries coming into Elidyr Communities Trust by email, telephone, post and social media.
2. To ensure all supporters and donors receive fundraising information and materials to support their fundraising.
3. To ensure all supporters and donors receive the appropriate level of support to ensure that they achieve their fundraising goals.
4. To send thank you letters, receipts and certificates to supporters and donors in a timely manner, developing a suite of audience appropriate responses.
5. To produce appropriate fundraising and marketing content for the website and social media.
6. To coordinate and promote fundraising products and events through social media, segmenting the audiences appropriately and ensuring the most appropriate social media sites are selected for the audience/message.  
7. To support the development of a suite of fundraising materials and to create appropriate stewardship plans for all supporters and donors.
8. To proactively use Zoho CRM to develop and manage relationships with supporters and donors ensuring that all correspondence is recorded accurately.
9. To keep an accurate database and forecasting tool for all fundraising activity.
10. To build and maintain excellent relationships with new and existing supporters.
11. To build a network of local contacts for fundraising and marketing purposes.
12. To work with colleagues to continually improve the efficiency of fundraising administration and marketing activities.
13. To ensure that records and stocks are kept of all fundraising information and materials so that fundraising merchandise can be tracked and restocked when necessary.
14. To carry out general fundraising and administration duties as required by the Head of Development.
15. To represent Elidyr Communities Trust at events and other marketing and fundraising activities as required.  



General

1. Working according to the policies and guidelines of the organisation.
2. To be committed to Continuing Professional Development (CPD).
3. Improving your own understanding of the values that underpin the work of the charity by attending relevant induction and training.
4. Respect confidentiality at all times.
5. Through personal example demonstrate commitment to equality and diversity ensuring equality of access and treatment for all.
6. There will be times when you may be required to undertake additional tasks, duties and responsibilities within your capabilities and may be asked to undertake an alternative job on a temporary basis.  However, you will not ordinarily be assigned to duties or required to perform services which you cannot reasonably perform or are outside the range of your normal skills and experience.


This job description is intended to provide guidance on the range of duties associated with the post. It is not intended to provide a full and exclusive definition of the post. It may be subject to modification and amendment from time to time and the post holder may be required to undertake additional duties as required.



Line Manager Signature: ……………………………………..		Date: ……………………..

Employee Signature: ………………………………………….		Date: ……………………..



Person Specification
Fundraising Assistant / Coordinator

	
Requirement
	
Essential or Desirable?
	
How Assessed?

	Knowledge & Understanding:
Fundraising and / or Marketing qualification
Demonstrable experience of using social media to reach different audiences 
A good understanding of the different methods and techniques of charity fundraising 
A good knowledge of customer care standards
Knowledge of the relevant issues for people with learning difficulties and disability
Experience of developing web and social media content
Experience of producing marketing copy and materials 


	
Desirable
Essential

Essential

Essential
Desirable

Essential

Essential

	
Application
Application and Interview
Application and Interview
Application and Interview
Application
Application and Interview
Application and Interview


	Skills & Abilities:
Excellent IT skills including using CRM systems

Excellent administration skills and ability to write persuasively
Ability to work independently and part of a team

Excellent communication skills
Excellent organisational skills	
Excellent interpersonal skills
	
Essential

Essential

Essential

Essential
Essential
Essential
	
Application and Interview
Application and Interview
Application and Interview
Interview
Interview
Interview

	Personal Attributes:
Self-motivated
Innovative
Flexibility
	
Essential
Essential
Essential
	
Interview
Interview
Interview
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