Job Title: Volunteer Fundraising Assistant
Reports to: Fundraising Manager 
Hours of Work: 1 day per week from 10am to 4pm
Duration: Minimum of 6 months

Salary: Travel and lunch expenses reimbursed
Job Description: 

An opportunity has arisen to work alongside the Fundraising Manager and assist with all aspects of administration.  This is an ideal opportunity for you to gain firsthand experience in fundraising administration and events management.  
Job Role: 
All aspects of fundraising administration duties which includes:

· Responding to fundraising enquires from the general public

· Logging all income raised on Raisers Edge and sending out receipts to all donors

· Updating and maintaining Raisers Edge database on an ongoing basis
· Managing Membership  – recruiting new members, updating contact details on Raisers Edge, sending out membership packs and renewal letters
· Managing Payroll Giving – sending out receipts to all donors, logging contact information onto Raisers Edge and excell spreadsheet, tracking reimbursement 

· Co-ordinating public collections - sending out letters to companies and local communities, allocating volunteers to arrange collection, managing all record keeping aspects of this activity.
· Co-ordinating external community fundraising events - writing letters, posting out merchandise, allocating speakers, arranging display stands, arranging collection of money raised and attending events when required.  
· Organising and Co-ordinating internal fundraising events – creating event planner, mailing invitations, booking venue, refreshments etc 
· Assisting to develop design and print of promotional materials and sealable merchandise with printers

· Managing saleable publication and merchandise orders
· Advertising and Media related activities to promote the organisation and recruit new  donors
· Answering phone calls, filing, faxing and photocopying

· Writing letters and making telephone calls
Skills and Experience Required:
· Must be computer literate with advanced knowledge of all Microsoft Packages

· Knowledge of Raisers Edge database
· Excellent communication skills, both verbal and written 
· Attention to detail and able to produce results within budget set
· Ability to work on own initiative and as part of a team when required
· Highly organised and able to multi-task
Mandatory Requirement:
· Criminal record bureau check 
· Two references 
· Full UK driving license 
