TRELOAR TRUST

Job title:

Fundraising Officer
Reporting to: 

Fundraising Database Manager  

Main purpose of role:

To work closely with the database manager with the management and maintenance, according to best practice, of fundraising data on Raiser’s Edge. Deputise for the Fundraising Database Manager in times of absence (eg. holidays and sickness).

Work with the Fundraising Administrator in the generation of mailing lists and helping the team with data queries etc.
Support the fundraising team with regards to the communications schedule throughout the year.
Thank supporters for donations, be a main point of contact for fundraising queries and arrange and if required participate in visits around campus. It will be likely that fundraising events will need support which will involve occasional out of hours work.
Key Responsibilities:

Managing Supporter Data

· Support for all Raiser’s Edge (RE) tasks including running reports
· Processing RE mailings

· Processing RE Data Amends

· Processing RE TRElottery reconciliation

· Recording daily money

· Recording PayPal transactions
· Updating TRElottery player and attrition figures weekly. 

· Updating Trust and Livery proposal figures for management reports and Trustee Fundraising Committee.

· Complete RE training, induction etc. 
· Thank supporters for donations via emails and letters and generally help with any queries on supporter data.  
· Maintain relationships with external contacts where appropriate.

· Support the fundraising team with RE data to enable the communications schedule to be followed
· Remain up to date with GDPR to ensure compliance. Attend and contribute to monthly meetings. Audit data. 
Other Fundraising Duties
· Answer the fundraising main number as one of the designated points of contact
· Arrange visits and support tours/talks if required

· Occasional attendance at out of hours Treloar functions

· Support for colleagues in the team when needed and when possible.

· The filing and general clerical work generated by the role

· Contribute to newsletter problem solving and staff meetings etc.

· Help achieve the overall objectives of the fundraising team.

· Contribute to efficiency by promoting new ideas on working practices.
· Any other duties not mentioned but may reasonably be required.

Other Duties

· To support the Trust in safeguarding and protecting the welfare of all students.

· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

· To maintain and develop own professional knowledge and awareness.

· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.

· A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.

· This job description will be reviewed and amended in the light of changing professional demands.

The above description is not intended to be exhaustive and the post holder may be required to take on other duties as directed agreed or inspired by the Fundraising team.
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May 2019

PERSON SPECIFICATION – Fundraising Officer
	ESSENTIAL
	DESIRABLE

	Qualification

· GCSE Maths and English at grade C or above (or equivalent


	· Raisers Edge training

· Institute of fundraising qualification

	Skills and Knowledge

· Excellent organisational skills

· Good time management skills

· Effective written and verbal communication

· Ability to prioritise effectively and work well under pressure

· Ability to grasp ideas and opportunities and turn into reality.
· Ability to interpret budgets
· Understand standard spread sheets and reports
	· Knowledge of GDPR rules 
· Knowledge of Gift Aid regulations and processes
· Good Public Speaker



	Experience

· Database experience

· Experience of working in an office environment

· Strong background in administration

· Proven knowledge and experience of I.T. (Word/Excel/e-mail etc.)
	· Experience in a client facing environment

· Experience of Raisers Edge database
· Finance experience



	Personal Qualities

· Well organised

· Articulate 

· Able to respond to a varied and changing workload

· Self-starter able to set own priorities

· Tidy, orderly thinker

· Numerate

· Well presented

· Ability to relate to others at all levels

· Can-do attitude

· A commitment to promoting and safeguarding the welfare of students
	· Driving Licence

	Physical Requirements

· Must be able to meet the demands of the role
	

	Treloar Trust is committed

to safeguarding children, young people and vulnerable adults

All successful candidates will be subject to a DBS Check along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST’S EQUAL OPPORTUNITIES POLICY.

If you have not heard from us within 3 weeks of your application, please assume you have not been shortlisted.
