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	Job Description


	




Post Title:	Church and Community Champion.

Accountable to:	Director of Development and Fundraising.

Responsible for:	Volunteer event organisers, church representatives and 
	Fundraisers.
	
Location:	Working from home and visits to Leamington Spa (Link One office). The position will involve regular travel and occasional overnight stays away from home.

Contract: 	12 months.
	
Hours:	35 hours per week but will consider part time working.

Salary:	£24,000 p.a. (or pro rata for part time).	


Main Aspects of the Role

· Champion Life’s mission to churches and the local community;
· Inspire and support fundraising by volunteers (Friends for Life) in churches and encourage the development of new community fundraising events;
· Stimulate and encourage new support from churches and in the community through events and community based activities, and by aiding the growth of the Friends for Life and church ambassador’s networks; 
· Motivate sufficient giving to Life through these channels to cover costs in the first year as agreed with the Director of Development;
· Implement a church and community engagement strategy to attain the targets to be agreed with the Director of Development.


Key Responsibilities:

1. Volunteer fundraising

· Identify and encourage new fundraising initiatives with existing Friends for Life and their associated networks;
· Promote and organise national fundraising campaigns, inspiring the support and buy-in of volunteers;
· Apply creative flair in the production of community fundraising resources such as posters and flyers;
· Make best use of traditional mechanisms such as collecting boxes;
2. Fundraising events

· Stimulate, encourage and support new fundraising events throughout the UK carried out by individuals, staff, schools, organisations or associations on behalf of Life;
· Assist and support any volunteers or groups of volunteers who wish to organise any fundraising event on behalf of Life;
· Ensure that the appropriate Health and Safety and Risk Assessment procedures are followed for each event;
· Coordinate the production and distribution of sponsorship forms and promotional materials;
· Tightly manage the collection of funds raised;

3. New Supporter Acquisition

· Develop and implement mechanisms to engage new supporters for Life from churches and community events;
· Liaise with the Development team in any supporter acquisition campaigns and ensure the support of local volunteers;
· Contribute towards the growth of the Life supporter constituency;  

4. Collaborative Working

· Work as an integral part of the wider Life Matters® team;
· Work with the Retail Division in the creative use of shops to raise additional financial donations; 
· Liaise with relevant Life Matters® Officers in Life Links concerning church and community events and fundraising;
· Liaise with the Baby Loss Matters Development Officer concerning church and community events and fundraising;
· Promote other aspects of the charity’s development activities such as legacy giving.

5. Monitoring and Management

· Monitor income and to report on the performance and activities of volunteer fundraisers;
· Provide updated information for inclusion on the Life DRMS database;
· Monitor, maintain and support volunteer and event pages on the Life web site;
· Ensure compliance with and work in accordance to the relevant Life policies and procedures.

6. Targets

· Champion the mission of Life to 240 churches or community events in the first year, including presentations in some cases;
· Increase income generated by Life volunteers and events sufficient to cover all costs of the post in the first year (c.£25k pro rata);
· Contribute towards the growth of the Life supporter constituency by at least 2% (c. 250 new names) from volunteer events and group activities in the first year;
· Targets subsequent to year one will be agreed with the Director of Development.

Safeguarding Children & Vulnerable Adults 
                             
Safeguarding is everyone's responsibility and all employees are required to act in such a way that at all times safeguards the health and wellbeing of children and vulnerable adults. Familiarisation with, and adherence to, the appropriate organisational Safeguarding Policies and any associated guidance is an essential requirement of all employees as is participation in related mandatory/statutory training. All employees must ensure that they understand and act in accordance with this clause. If you do not understand exactly how this clause relates to you personally then you must ensure that you seek clarification from your immediate manager as a matter of urgency. Equally, all managers have a responsibility to ensure that their team members understand their individual responsibilities with regard to Safeguarding Children and Vulnerable Adults.

Personal responsibilities:

· Take responsibility for the development and growth of the areas set out above;
· Ensure that any resources used are authorised by the Director of Development and in line with the Life expenditure budgets;
· Assume responsibility for their own professional and personal development to ensure their continuing competence to deliver Life’s requirements;
· Be fully aware of the current regulatory and legal requirements applying to all activities and ensuring that volunteers are aware of and take responsibility for them;
· Ensure that all activity, contacts and outcomes are reported and correctly recorded in the Life CRM database;
· Undertake any other duties related to the work of Life reasonably required by the Director of Development.

Corporate Behaviours:

All staff will be expected to:

· Work within the Charity’s aims and objectives, upholding its vision, mission and values;
· Demonstrate respect for others and value diversity;
· Act responsibly concerning the health and safety of themselves and others;
· Learn from, and share experience and knowledge;
· Keep others informed of issues of importance and relevance;
· Consciously review mistakes and successes to improve performance;
· Act as an ambassador for the Charity and maintain the highest professional standards at all times;
· Use discretion and sensitivity and be aware of issues requiring client confidentiality and adherence to relevant Data Protection Regulations;
· Demonstrate a flexible approach to working hours.

In addition, all managers and supervisors are expected to:

· Value and recognise ideas and the contribution of all team members
· Coach individuals and teams to perform to the best of their ability
· Delegate work to develop individuals in their roles and realise their potential performance
· Provide support, feedback and guidance to all team members
· Encourage their team to achieve work/personal

Post Title: Community Fundraising Coordinator
	Personal skill characteristics
	Essential
(Tick)
	Desirable
(Tick)

	Communication

	Strong presentational skills and ability to ability to deliver persuasive presentations to promote the Charity with a wide range of individuals and external contacts.  
	
	

	Strong verbal and written communication skills.
	
	

	Strong interpersonal and diplomatic skills across a wide selection of the community
	
	

	Commitment to effectively developing a wide range of partnerships.
	
	

	Knowledge/Qualifications

	At least 5 GCSE’s or equivalent including Maths and English

	
	

	Knowledge and experience of Fundraising, Community Fundraising or Marketing.  A qualification in either Fundraising or Marketing would be beneficial.

	
	

	Computer literate, confident in using Microsoft Office, internet, email, social media
	
	

	Knowledge of fundraising databases, in particular The Raisers Edge
	
	

	Previous experience in fundraising in either a paid or voluntary capacity
	
	

	Experience in community and events fundraising and previous experience in Event Management
	
	

	Experience in developing, building and managing successful volunteer or donor relationships
	
	

	Personal Qualities	
	
	

	Commitment to the vision, mission and values of the Charity
	
	

	Able to prioritise and manage workloads
	
	

	Ability to monitor and provide accurate management information
	
	

	Full clean UK driving license 
	
	

	Have the use of own car within working hours.
	
	

	To be flexible in working a e.g. weekend and evenings.
	
	

	
	
	





This job description is not necessarily an exhaustive list of duties but is intended to reflect a range of duties the post holder will perform. The job description will be reviewed regularly and may be changed in light of experience and/or organisational requirements, and in consultation with the post holder. 



Page 4 of 5

image1.png




