Katharine House Hospice
JOB DESCRIPTION



Post holder:


VACANT
Area of Work:

Fundraising

Responsible to:

Head of Fundraising

Katharine House Hospice Mission
To provide the best care so that local people affected by
progressive illnesses can live their lives to the full.
Department Objectives

To maximise income generation through general fundraising for Katharine House Hospice; whilst not detracting from current successes and ongoing departmental plans of lottery and retail.

Role within the Department

To support the Head of Fundraising in the development and implementation of a cohesive and effective programme of fund-raising activities.  To take the lead in the department’s corporate fundraising initiatives.  To galvanise, engage and maximise support, and ensure that income generation occurs within an agreed income and expenditure budget and at an income to cost ratio of 4:1.  

Specific Objectives
Implement, monitor and review the Hospice’s corporate fundraising plans to ensure that we optimise income from this sector, and manage the budgets allocated to these activities.
Key Tasks and Responsibilities
This list is not intended to be exhaustive but is a guide to the duties to be undertaken.

· Implement plans for 2010/11 corporate giving including:

a. Charity of the Year activities 

b. Dress Down Day, 

c. ‘A Card Is Just For Christmas’ Appeal,

d. A Taste of India, 

e. The TLC campaign, 

f. Payroll Giving, 

g. Cartridge Recycling,

h. Sponsor a Service.

· Secure sponsors for our key events and agree a promotional campaign with individual sponsors.
· Secure high quality auction prizes for the Annual Ball.
· Maintain relationships with corporate supporters.
· Provide a professional and efficient contact point adopting a positive and encouraging customer care-based approach.

· Co-ordinate a direct mail nurturing programme for corporate supporters.

· Monitor performance against budget.
· Analyse the success of activities in terms of net income and other, non-financial, outcomes, and make recommendations for future campaigns.
· Devise schedules for 2011/12 corporate fundraising activities.
Other Tasks and Responsibilities
· Ensure that all opportunities to raise the profile of Katharine House and increase public awareness of the achievements of the hospice are taken and handled in accordance with department procedures.

· Direct the activities of the department’s volunteers in relation to specific tasks to minimise the time input of paid members of Katharine House Hospice.

· Work with other members of the fundraising team in a mutually supportive manner and develop and maintain good relations with staff and volunteers working in other Hospice departments.
· Maintain records of activities to ensure that they integrate with the whole function.
· Maintain high levels of professionalism in all undertakings.
Key Competencies and Skills Requirements

See attached.

Other

Driving Licence

The post holder should hold a current UK driving licence and have access to a roadworthy vehicle to use on Hospice business necessitating travelling beyond the Hospice in Weston Road, Stafford.

Hours of Work

The post holder will work 20 hours per week, it is preferred that this will be Monday – Friday but hours can be negotiated.  Some flexibility will be required to meet the needs of the department in relation to specific activities.

Smoking

The hospice has a no smoking policy. All hospice premises are considered No Smoking Zones.

This job description outlines Katharine House Hospice’s intentions for this post at the time of writing.   As the organisation changes specific objectives, responsibilities, functions, and tasks within the role may be added, removed, narrowed or widened.   These may happen as part of the performance review process, or as part of wider organisational changes.   Katharine House will discuss all such amendments with the post-holder, and will seek to incorporate the views of the post-holder in any amended Job Description.   Should the post holder be dissatisfied with any amended job description, then formal action can be taken through the grievance procedures.
Person Specification: Corporate Fundraiser

	Requirements

	Education and Qualifications

	Essential
	Desirable 

	· Educated to GSCE level or equivalent

· Committed to own personal development


	· Educated to A Level Standard
· Membership of the Institute of Fundraising

· Recognised fundraising qualification


	Experience

	Essential
	Desirable

	At least two of the following:

· Corporate fundraising 
· Business account management
· Business to business liaison

· Meeting financial targets

· Developing and implementing plans
· Developing relationships and maintaining important contacts

· Making presentations

	· Working with volunteers

· Working in the voluntary sector



	Skills, Knowledge and Special Aptitudes

	Essential
	Desirable

	· Initiative
· Exceptional organisational and planning skills
· Excellent interpersonal skills, with the ability to influence and inspire
· Outstanding written and verbal communication 

· Ability to work under pressure and to deadlines
· Team player
· Good research skills
· Proactive
· A high level of computer literacy, including familiarity with word processing, mail merge, spreadsheets, Outlook and the internet.

	· A current knowledge of the local corporate community


	Personal Qualities

	Essential
	Desirable

	· Focussed
· Enthusiastic and highly motivated

· Flexible 
· Real determination to succeed
· A ‘can do’ attitude

· A sense of humour would be an invaluable asset

· A willingness to work outside of normal day time hours / week days if required.

	


Corporate Fundraiser  


Part-Time 20 hours, Maternity Cover
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