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Job Description
[bookmark: _GoBack]Position:	 		Corporate & Community Engagement Fundraiser
Reports to:            		Fundraising Manager
Salary:				£25,000
Hours:		       		37.5 hours per week (flexibility to work evenings and weekends as 				required)
Role Summary 	Be the first point of contact for new and existing organisations and businesses who choose to support Willow Wood Hospice through our fundraising initiatives including but not limited to; Give As You Earn, Charity of the Year, Event Sponsorship, Products and Merchandise, Appeals, Gifts-in-Kind and corporate volunteering. 

Main duties and responsibilities: 
· Develop new and maintain existing, mutually beneficial relationships with businesses across Tameside & Glossop 
· Proactively extend Willow Wood Hospice’s professional network via networking meetings and events with businesses across Tameside & Glossop.
· Working with the Fundraising Manager and Director of Fundraising and Communications, help grow our supporter base through the development and implementation of corporate campaigns and initiatives.
· Provide excellent supporter care to enquiries via phone, email, mail and in person; encouraging their support. This will include confidently showcasing the hospice’s services through hospice tours, special corporate events and external talks & presentations.
· Work with companies who wish to support Willow Wood Hospice through volunteering, both income-generating and directly benefitting the organisation, patients, volunteers and staff.
· Maintain a focus on building long-term relationships over short-term income, in line with the overall Income Generation and Fundraising strategies.
· Maintain high standards of data capture by ensuring data entered on CRM systems are accurate and timely, in accordance with the team's requirements so that the database is correct and up to date. 
· Build excellent working relationships across the organisation.
· Reporting to businesses of the difference their support makes to Willow Wood Hospice and the community it serves
· Attend and work at fundraising events which may include evenings and weekend work.



Organisational responsibilities

· To adhere to all Willow Wood Hospice standards, policies and procedures.
· To take responsibility for own personal learning and development, and to support the learning and development of others and the organisation as a whole; a commitment to completing all training required and refreshing training as appropriate.
· To conduct all work in a manner reflective of the organisational values and behaviours.
· To comply with General Data Protection Regulation (GDPR); an understanding of and commitment to the appropriate handling of all confidential data.
· To raise and escalate any safeguarding concerns appropriately and in accordance with Willow Wood Hospice’s Safeguarding Policy.
· To implement Willow Wood Hospice’s Health & Safety policy, ensuring all duties are carried out using safe and appropriate working practices in adherence with statutory regulations and guidelines.
· To promote awareness of, and respect for, equality and diversity in accordance with Willow Wood Hospice policies and procedures.
· To follow Hospice processes in relation to incident reporting with the understanding that this enables continual learning and improvement across all operations.
· To protect service users, visitors, employees and volunteers by observing Infection Prevention and Control policies and procedures.
· To embrace the organisational culture of volunteering and to understand the responsibilities of all employees in relation to role managing volunteers.
· To organise your own work and to ensure that it is accurate, meeting all quality targets and required deadlines.

Additional Notes
a) This document is a guideline to the general scope of duties involved and will be reviewed at regular intervals. It is not intended as a rigid inflexible specification.
b) The employer shares with the employee the dual responsibility for suggestions to alter the     scope and content of this document in order to improve the working situation.
c) There is a duty to be aware and adhere to all professional governing body rules and any particular ‘Acts’ or statutory requirements, which may vary from time to time.
d) Willow Wood Hospice operates a no smoking policy
e) This post requires a satisfactory disclosure from the Disclosure Barring Service (DBS).

Willow Wood Hospice is a registered charity, not part of the NHS and it costs over £3 million to run the Hospice every year.  We rely on support from the community of Tameside and Glossop, both through volunteering time and donating money to enable us to continue our existing services.  
For this reason, it is expected that all members of staff will also support the fundraising activities of the Hospice.  We encourage every staff member to help at, participate in, or support at least two fundraising activities every year.  Opportunities to support fundraising activities vary and could include helping at fundraising and shop events, taking part in an event and raising sponsorship or attending cheque presentations.  Staff members will be asked as part of their annual appraisal which events they have supported.


Willow Wood Hospice Person Specification
Communications Manager

	Requirement
	Essential
	Desirable

	
Education and Qualifications


	
•      A minimum of an equivalent of two years vocational, academic, commercial / technical education after GCSE level, for example A level’s, BTEC, NVQ/SVQ3, ideally in a related field such as marketing, PR, business, management
•      Excellent communication and presentation skills
	
· Graduate


	Skills, knowledge and experience
	· Charity fundraising experience 
· Exceptional verbal and written communication skills.
· Skilled in the use of all Microsoft office.
· Able to interpret supporter data to drive income growth
· Ability to manage conflicting priorities to ensure objectives are achieved.
· Knowledge of corporate social responsibility
· Excellent presentation skills

	· Experience of fundraising in the hospice sector.
· Experience of corporate fundraising in the charity sector
· Working knowledge and understanding of CRM systems e.g. Donorflex
· Experience in sales


	Personal attributes and qualities

	· Ability to work under pressure and to strict deadlines. 
· A naturally collaborative team player.
· A passion for sales or fundraising, 
· Demonstration of strong assertiveness and interpersonal skills.
· Empathy with the aims and values of the Hospice.
	

	Any other requirements
	· Full clean and current driving licence required.
· Able to work flexibly and work outside of usual working hours to support the work of the Hospice.
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