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            Job Description

Job Title:  


Regional Fundraiser



Job Ranking:

4
Responsible to:  

Regional Fundraising Manager
 

Location:     
Home Based Covering North West Region - Cumbria, Lancashire, Greater Manchester, Merseyside and Cheshire

Hours:
37.5
Date: 
July 2010

Job Purpose: 

To develop, implement and manage a multi-disciplinary (Individual volunteers, corporate, Schools, Universities, local special events, groups and associations’ activities) fundraising strategy aimed at raising funds and achieving agreed targets in line with the operating plan.

To achieve budgeted income by recruiting, cultivating, nurturing and sustaining a vibrant, vital and effective network of volunteer fundraisers across the set Whizz-Kidz region.

To act as the first point of contact for Whizz-Kidz supporters within set region providing focus for fundraising and other Whizz-Kidz activities, ensuring that income is achieved cost effectively.
Main Duties and Responsibilities:

1. Planning, implementation & Delivery
1.1 Devise a fundraising plan by researching your area thoroughly in order to identify opportunities to maximise income through volunteer fundraising and community partnerships. 

1.2 To implement the agreed fundraising plan, targeting prospects as required and appropriate, ensuring that all supporters feel valued. 

1.3 To work collaboratively with your regional team and Regional Fundraising Manager to achieve fundraising targets and objectives within your set region.

1.4 To undertake meetings, presentations, the preparation and submission of proposals/case for support 
as necessitated by the fundraising plan. 

1.5 To be the lead contact on all regional fundraising matters for individual volunteers and for groups and 
associations, providing them with resources and recognition.

1.6 To promote and represent the work of the Charity in your set region, personally and in the media, so 
that Whizz-Kidz’ cause is known and supported. 

1.7 To liaise with the Communications Department to ensure all activities comply with appropriate legal

requirements and with Whizz-Kidz’ policies and standards.  

1.8 To work with Children’s Services to identify and package fundraising opportunities for prospective 
donors and volunteers.

1.9 To liaise with other fundraising departments to facilitate integrated working, maximise on resources 
and avoid duplication.    

1.10 To maintain open and effective channels of communication with all Whizz-Kidz’ departments to 
ensure co-ordinated working practices. 
1.11 Identifying potential supporters through local media and networking, securing their support and 
maximising on their potential for the longer term.

2. Managing Systems & Reporting
2.1 To maintain up-to-date records and information on Raiser’s Edge of every regional supporter and 
volunteer.

2.2 To use Raiser’s Edge to produce action reports, reports on income and monitor responses.

2.3 To compile monthly activity reports on regional fundraising activities and monitor against agreed targets and budget.

2.4 Liaise with Children’s Services to keep track of restricted donations raised at regional level and regularly inform donors of progress.

2.5 To develop and manage a simple system to handle regional fundraising enquiries efficiently and effectively.

3. Other
3.1 To develop and maintain a thorough understanding of, and ensure compliance with, all legal and contractual requirements associated with regional fundraising, including risk assessment, volunteer management practices, CRB checks and activities such as street collections.

3.2 To keep up-to-date with current trends in the UK fundraising market and the charity sector in general through relevant publications, websites, conferences and networking.
3.3 To carry out as required any other tasks within the scope of the role to meet the needs of the Charity as directed by the Regional Fundraising Manager or Director of Fundraising.

3.4 The ability to travel in order to meet requirements of Donors and the role.

3.5 Ability to work weekends and/or evenings if required.

3.6 A passion or affiliation for our cause and desire to make a difference.

Core Business Skills:

-  Managing internal/external relationships

-  Managing projects


-  Improving customer relationships


-  Improving people’s capability


-  Improving processes to drive efficiency

Required Behaviour:
· Perception:
Being aware of facts and features in situations




Being aware of how people are feeling

· Communication:
Communicating to ensure others understand

Communicating to influence or challenge others
· Judgement:
Thinking up ideas and alternatives

Thinking logically to make decisions

· Motivation:
Focusing energy into getting things done

Focusing energy into taking initiative

· Self regulation:
Controlling the way emotions are expressed

Controlling disruptive emotional reactions

Standard Clauses
· The post holder will work within all policies, procedures and budgets set by Whizz-Kidz.

· The post holder will act at all times in the best interest of Whizz-Kidz.
· The post holder will form effective working relationships with all staff members, volunteers and outside organisations as appropriate.
· The post holder must accept responsibility for ensuring that the policies and procedures relating to Health & Safety in the workplace are adhered to at all times.

· The post holder must respect the confidentiality of data stored electronically and by other means in line with the Data Protection Act.

· The post holder will not disclose to an unauthorised person any confidential information acquired through official duties unless they have received official permission to do so.
The above list is not exclusive or exhaustive and the post holder will be required to undertake such duties as may reasonably be expected within the scope and grade of the post.  
Person Specification

_______________________________________________________________

Job Title:
Regional Fundraiser  








  Essential/Desirable
	Skills/Personal Qualities:
	

	· Excellent communication skills, written and oral
	E

	· Excellent telephone manner                                                                      
	E

	· Computer and IT literate

	E

	· Proficient in database use (Raiser’s Edge preferred)                                
	E

	· Well organised, able to prioritise and manage own time and work 

      under pressure
	E

	· Able to adapt and be flexible                                                                     
	E

	· Able to work effectively as part of a team and under own initiative 

      from home base                                      
	E

	· Enthusiastic, proactive and results driven

	E

	· Able to plan and monitor income and expenditure

	D

	· Excellent presentation skills

	D

	· An interest in children and disability issues                                               
	E

	· Demonstrable experience of PR, communications and/or marketing activity

	D

	Experience:
	

	· Direct community fundraising experience                                         
	E

	·  Experience of liaising with people at all levels
	E

	·  Experience of successfully recruiting and managing volunteers
	E

	·  Proven record of achieving financial targets
	D

	·  Experience of devising and co-ordinating fundraising initiatives

	D

	·  Experience of project management


	E

	· A strong track record of motivating people to get involved 


	E

	· An ability to effectively network
	E

	Qualifications:
	

	·    Educated to degree level or possess a relevant qualification or    

     appropriate experience in a directly related post
	E

	Circumstances:
	

	· Able to work extended hours, evenings and weekends 
	E

	· Able to travel extensively across the region and as required throughout the UK                                                                
	E

	· Car owner 
	E


Please note: This post is subject to an Enhanced Criminal Records Bureau check, which 
will be sought prior to the confirmation of a job offer. 
All Job Descriptions to be submitted to the Head of HR.
