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JOB DESCRIPTION

	Job Title


	Fundraising Assistant

	Department


	Income Generation (Fundraising)

	Reports to 


	Head of Individual Giving



	Hours of Work
	Full-time - 37.5 hours per week not including breaks



	Date


	October 2020


	Context - Who we are:
The Royal Free Charity supports all Royal Free London NHS Foundation Trust patients and staff to make today feel better and to enable them to have the best experience. We do this through funding patient services, as well as cutting-edge research and equipment.

Patient support: Every patient is unique, with their own mix of concerns and considerations. We aim to provide services and support to reduce anxiety and make the experience the best it can be.

Major projects: We work with partners to develop research centres that provide innovative solutions to health conditions that affect a significant number of the population.

Recreation club: Our Recreation Club is located next to the Royal Free Hospital and has a pool, gym and classes available for use by staff, patients and the local community.

How we make a difference: Equally vital for patient care are the dozens of smaller things that improve wellbeing: from toiletry kits to a pair of slippers for an elderly patient, or games that a child can use to improve physical co-ordination or as a distraction.

Research and grants: Throughout history, the Royal Free London NHS Foundation Trust has been known for some truly outstanding innovations which have changed not just the lives of individual patients, but medical practice in general. We carry this spirit forward with more than £2.5m of funding into medical research every year.
Fundraising Department: The aim of the Fundraising Department is to generate income from new and existing supporters, whilst giving our supporters the best experience possible.  Our fundraising directorate is split into three main areas, Individual Giving, Community Fundraising and Philanthropic Partnerships.  This role is heavily focused on supporter care and fundraising administration.
The objectives of the post are: -
· To assist donors and volunteer fundraisers through the provision of first-class supporter care

· To provide administrative support across all areas of the Fundraising team (Individual Giving, Community Fundraising and Philanthropic Partnerships)

The charity

· Are working towards becoming an employer of choice
· Employ approximately 70 employees
A list of full duties is attached to this JD.


	Principal Accountabilities / Responsibilities

Duties and key responsibilities – Role specific: -
There are two key areas of responsibility for this role at present, but this may be amended and extended as the fundraising team develops and grows.

1. Supporter Care

· Main point of contact and provide face to face reception support, particularly for any fundraising queries

· Responsible for managing fundraising enquiries via phone, email and social media, engaging with our supporters, managing their questions and taking donations

· Processing of donations and delivering the thanking process

· Delivering high quality outbound supporter care calls 

2. Fundraising Team Administrative Support

· Supporting the database team by saving and scanning forms on Raisers Edge (RE), updating records where appropriate

· Assisting the development, production, and administration of fundraising assets and materials, as required

· Co-ordinating, managing and reviewing third party thanking processes and stewardship

· Supporting the administration of RFC owned events 

· Organising team away days 

· Stock checking of fundraising stationery and materials 

· Fundraising team diary management (collective events only)

· Liaising with the hospital trust on permissions and contacts to ensure compliance

· Invoice processing 

· Minute taking 

Duties and key responsibilities – Organisational: -
· Utilise a range of different work styles, appropriate for different situations, charity systems and compliance

· Maintain up-to-date knowledge on sector and market trends 

· Adhere to all RFC standards, policies and procedures 

· Comply with the data protection regulations, ensuring that information on prospects and donors remains confidential 

· Administer and organise own work to ensure that it is accurate and meets quality targets, reasonable deadlines and reporting requirements 

· Engage with our supporters and ensure relationships are managed effectively 

· Treat supporters and colleagues in a friendly, respectful manner that facilitates inclusion

· Support change, embracing and encouraging new and innovative ways of working

· Take responsibility for the efficient use of resources to reduce and / or eliminate unnecessary usage as much as possible

· Support and implement any Royal Free Charity and Trust approved initiatives regarding sustainability, energy management, charitable fundraising, positive people practices etc.

· Follow instructions and adhere to Trust / Charity policies



	General – We expect you to: -

· Have a: -
· Strong ability to build relationships

· strong affinity with the charity mission and ethos

· positive professional work attitude

· presentable appearance 

· ‘hands on’ attitude with good attention to detail

· Be: -

· Trustworthy, positive and professional

· Diplomatic and tactful

· Enjoy working and adapting as part of a driven team

· Comfortable communicating with people across wide-ranging mediums

· Enthusiastic and passionate for Charity / Hospital environment

· Have an ability to: -
· work unsupervised 

· work to tight deadlines and deliver results

· be flexible, tactful, diplomatic and supportive in your approach

· work in a ‘team – based’ environment

· follow instructions and adhere to Trust / Charity policies

· 

	Qualifications, Experience, Skills & Knowledge

Qualifications 

· 5 GCSE’S A*-C inclusive of English and Mathematics 
· AS / A Levels and a degree are preferable
Experience

· Excellent knowledge of Microsoft Office (Word, PowerPoint and Excel)

· Excellent verbal and written communication skills

· Excellent interpersonal skills

· Excellent organisation skills

· Experience of working in a fundraising environment

· Experience of working with databases

· Experience of working in a customer focused environment

Skills & Knowledge 

· Ability to follow maintain clear and concise records

· Ability to work methodically with excellent attention to detail

· Ability to build and maintain relationships with internal audiences and external suppliers

· Ability to work effectively as part of a team

· To be highly proficient in using databases

· Equal Opportunities awareness

· Confidence to learn new systems and skillsets independently

Communication

· Able to deal with sensitive information in a confidential and professional manner

· Effective negotiation skills

· Ability to problem-solve, make recommendations, and implement solutions

· Ability to handle difficult questions and manage complaints appropriately

Managing Own Performance & Development
· To be able to: - 
· work under pressure and to deadlines 

· prioritise and manage own workload

· demonstrate continued attention to detail and accuracy

· problem solve
· Work well in a results driven environment
· To be willing to continue developing own knowledge and skills

· To be self-confident and willing to take responsibility 

· Ambitious, innovative, target driven and self-motivated

Other Requirements

· To be pro-active and identify areas for improvement

· To undertake any additional relevant duties as required

· Attend meetings as and when required

· Attend training as and when required

· Adhere to the dress code

· Attend supervision on a regular basis with the line manager

· To be flexible to the needs of services as and when required

· Be aware of and have a good understanding of Health and Safety at Work and the Fire Procedure and understand the correct action to be taken in the event of a fire

· Read and adhere to the Organisation’s policies and procedures

· Work to the Organisation’s Vision, Mission, Values and Behaviour

This job description is not exhaustive and is subject to change to meet legislative requirements.
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