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JOB DESCRIPTION 

Job Title		Fundraising Assistant 
Location		Lindsey Lodge Hospice and Healthcare
Salary			Grade 3 (£25, 760 – £27,476 pro rata) 
Hours	22.5 hours per week 
Reporting to		Fundraising Development Manager 
Purpose of Post	
To assist the Community Fundraising Co-ordinator along with supporting the rest of the fundraising team to deliver the annual fundraising strategy. Assisting with events, campaigns, receipting and general enquiries. This role is specific to developing and strengthening the existing fundraising plan through supporting fundraising colleagues where required. Plus administration team
Plus administration team
Plus administration team

Our Vision
 
“To provide high quality specialist palliative and end of life care across North Lincolnshire”

Contacts
Internal:	Fundraising, administrative and clinical colleagues (staff and volunteers) 	
External:	Local individuals
		Small local businesses
Third Party Fundraisers 
Hospice Supporters
Local organisations
Event contractors 

Key Tasks
· Supporting the Fundraising Team with fundraising events and activities to offer help to achieve set goals and KPIs

· Support the Community Fundraiser with their activities over the seasonal periods to ensure that each donor receives a good level of supporter care and their fundraising experience is positive. 

· Liaise with local community groups, schools, clubs, and businesses to promote fundraising initiatives.

· Provide administrative support to the fundraising team, maintaining accurate records on the fundraising CRM. Keeping supporter data up to date.

· Represent Lindsey Lodge Hospice at local community events and cheque presentations where needed, including occasional evening and weekend work, ensuring highest standards of communication and demonstrating behaviours associated with the Charity’s vision and values.

· Prepare and pack fundraising materials (e.g., banners, collection tins, t-shirts).



General
· Work closely with the Fundraising Team to support in areas of need in the run up to large-scale events and to be flexible to support when needed.
 
· To manage the administration of your fundraising, ensuring comprehensive and accurate record keeping in accordance with agreed policies and procedures.

· To maintain high quality fundraising by keeping abreast of developments in the wider sector through liaison with counterparts from other hospices and across the charity sector

· Under the direction of the Fundraising Development Manager ensure that all your fundraising activity complies with the Code of Fundraising Practice set out by the Fundraising Regulator and all relevant legislation.

· To maintain strict confidentiality in all Hospice matters and in accordance with agreed hospice policy.

· To support the Fundraising Team where necessary to aid with any activities when needed.  

· Flexible working hours apply to the Fundraising Team and there will be the need to work evenings and weekends at busy periods and when necessary to meet the needs of the organisation. 

· To work with the fundraising co-ordinators supporting with event planning, volunteer coordination, recruitment, and growth of our corporate offering. To communicate and work alongside other departments and individuals within the Hospice to ensure that the fundraising department uses every opportunity to understand the needs of working partners and work together to achieve common objectives and maximise fundraising opportunities and help recruit participants, sponsors and volunteers for those activities.

· To be responsible for cash handling / receipting of charity funds. Adhering to the cash handling policy / income generation standard operating procedures document at all times. 


Education and Development

· To understand that professional development is the responsibility of the individual and be willing to engage in personal development opportunities
· To attend all mandatory training
· Undertake appropriate training and continuing professional development in relation to the role
· To keep a record of all professional learning
· To participate, where appropriate, in the development of others


Communication
· Attend appropriate meetings both within and outside of the Hospice demonstrating strong communication skills including the ability to provide and receive information that may be sensitive or where there are barriers to understanding.
· Disseminate information as appropriate and required

Corporate Responsibilities

· Be aware of the reputation of the Hospice and ensure that this is upheld at all times
· Be involved and actively participate in any future developments
· Act in a professional and ethical manner
· Be willing to participate in meetings and events that are not within normal working hours


Equal Opportunities 

· The post holder must carry out his/her duties with full regard to the Hospice’s Equal Opportunities Policy. Lindsey Lodge Hospice and Healthcare aims to design and implement services, policies and measures that meet the diverse needs of our service, population and workforce, ensuring that none are placed at a disadvantage over others. We therefore aim to ensure that in employment and services no individual is discriminated against by reason of age, disability, gender reassignment, marriage and civil partnership, pregnancy, and maternity, race, religion or belief, sex or sexual orientation.

· The Hospice aims to create a working environment that values diversity and is free from discrimination, victimisation, bullying or harassment. We ask all members of our workforce to support this commitment and underline that everyone has a responsibility to treat everyone with dignity and respect, understand and practice equal opportunities, value everyone as an individual and complete mandatory EDI training

Health & Safety
· Contribute to the maintenance of a safe environment in accordance with:-
· Fire Prevention
· Health & Safety
· COSHH
· Security
· Manual Handling
· Infection control
· Risk Management

Security and Confidentiality
The post holder must adhere to a range of policies, procedures and legislation relevant to security and confidentiality, these include;
· Data Protection Act 2018  - 
· Internal Information Governance Policy
· Records Management Policy
· Fundraising Standard Operation Procedure Document – 2021



This is not an exhaustive list. The successful applicant will be expected to be a good team player, working with colleagues in a flexible manner and performing other tasks as required.

Lindsey Lodge Hospice and Healthcare operates a no smoking policy for staff












PERSON SPECIFICATION - LINDSEY LODGE FUNDRAISER                              
                    
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	A good standard of education to A level standard or equivalent
	Higher qualification in events management or sales or Diploma in Fundraising.

	EXPERIENCE




	Previous administration / business development / fundraising experience in either a paid or voluntary capacity with a good basic knowledge of fundraising practice and ability to demonstrate competency in this area including both routine and non-routine work procedures. 
	An alternative is experience in a sales or marketing environment 
Knowledge of Donorflex Fundraising CRM software.

	SKILLS
	Excellent written and interpersonal skills - communicates sensitive information using tact and empathetic skills including the ability to speak confidently in a public setting.
Marketing experience or willing to participate in CPD in order to acquire skills 
Good level of IT skills and application of social media in a fundraising setting together with a willingness/ability to use relevant Hospice systems and databases
Ability to work alone and as part of a team - works independently and within agreed occupational guidelines but manager is available for reference as required.
Ability to prioritise work and meet deadlines with an attention to detail.
Ability to devise and implement fundraising initiatives under the direction of the head of fundraising.                                     
	

	PERSONAL QUALITIES
	A confident and outgoing personality
Honest and reliable
Efficient and well organised
The ability to exercise sensitivity towards patients, relatives, staff, and volunteers within a palliative care environment
The ability to deal sensitively and discreetly with donors and members of the public
Ability to demonstrate Hospice values through behaviours towards all
A good sense of humour	
The use of a car and a clean driving licence and willing to work unsocial hours
	




Other areas  
· Physical effort - light physical effort - Combination of sitting, standing and walking.
· Mental effort - frequent requirement for concentration where the work pattern is unpredictable 
· Emotional effort - occasional exposure to distressing circumstances 
· Working conditions - exposure to unpleasant working conditions is rare
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LINDSEY LODGE HOSPICE & HEALTHCARE
Values & Behaviour Framework
Lindsey Lodge Hospice & Healthcare is an organisation rooted in the value of compassion,
going above and beyond, respect and dignity and excellence in all we do.

We recognise and aim to demonstrate behaviours to ensure we always
work within our four core values.Caring Compassionately
We will demonstrate in the care we deliver and in our communications with others.
We will be kind to ourselves and each other.
We will create a safe environment where people are treated with dignity and respect.
We will engage with and listen to patients and families including them in the care provision.
We will treat others as we would expect to be treated.


Respect & Dignity
We understand and champion diversity in patients and colleagues.
We value every patient as an individual and seek to understand their own goals abilities and limitations. 
We will take personal responsibility for our actions.  
We will fully involve patients, families, staff, volunteers and work together to deliver our vision.
We will foster a team spirit.
We will acknowledge efforts and successes.
Above and beyond
We will always go the extra mile for patients, supporters, and colleagues.
We will take the initiative to act and not leave it to others.
We will be forward thinking and innovative to deliver an outstanding service to our communities.
We will seek to build effective partnerships.



Excellence
We will consistently employ our best efforts to deliver our goals.
We are committed to the highest standard of behaviour and expect the same of those we work with.
We create an environment where feedback is encouraged, and new ideas are taken forward and celebrated.
We will learn and make quality improvements as we strive for excellence.
We will take pride in our work.
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