MAIN DUTIES AND RESPONSIBILITIES 
KEY DUTIES: 
· Communicate with supporters by email and phone and build long-term committed fundraisers, who are engaged with the cause
· Update our CRM database with all communications and communicate with the wider fundraising team where necessary
· Ensure that the stewardship journeys that you execute are unique, consistent and create a warm glow for supporters
· Work with the wider fundraising team to deliver a running and challenge calendar for all and maximise income and opportunities
· Work closely with the volunteer team and volunteer base to support your fundraising activity and plans
· Support the promotion of running and challenge events through social media and marketing materials. 
· To be flexible and able to help at events, including evenings and weekends when required. 
· Learn how to monitor event income and participation figures. 
· Assist with creating social media content and promoting events online. 
· Represent Claire House professionally in the community. 
· 

SYSTEMS AND PROCEDURES 
· Help maintain accurate records on our database system. 
· Support the team with monitoring event activity and progress. 
· Follow charity policies and procedures at all times. 
· Attend regular team meetings and one-to-one support sessions. 
· Ensure all work is completed professionally and confidentially. 

ANY OTHER DUTIES 
· Support other fundraising activities when required. 
· Represent the charity at events and community activities. 
· Maintain a positive and professional attitude at all times. 
· Take responsibility for personal health and safety. 

The post holder must act at all times in a professional and responsible manner and have due regard to confidentiality and Health & Safety legislation. 
This is an outline job description and should not be regarded as an inflexible specification. Responsibilities will be reviewed periodically in line with service priorities and duties may change or new duties be introduced after consultation with the post holder. As a term of your employment you may be required to undertake such other duties, such as link roles, and/or hours of work as may reasonably be required, commensurate with your general level of responsibility with the organisation, at your initial place of work or at any other of the Claire House establishments. 
Our working premises are no smoking areas. 

PERSON SPECIFICATION 
Job Title: Events Fundraiser

	
	Essential
	Desirable

	Qualifications
	Good standard of education including English and Maths 


	Hold a degree in Event Management/ Marketing or similar

Demonstrate a background in event management or charity fundraising


	Experience
	Have demonstrable experience of producing high quality written work

Have demonstrable experience of managing a diverse workload and working to strict deadlines under pressure 

Have experience of dealing with members of the public, either via telephone, email or face to face
	Experience of using a database system, such as Thank Q

Have experience in an events or fundraising capacity


Have experience of project managing event programmes 



	Skills
	Good organisation and time management skills 
Drive and enthusiasm to make things happen

Friendly and confident communication skills

Be proficient of working effectively on Microsoft Word and Excel

Willingness to learn and take initiative 

	Have experience of creating own marketing materials and having an interest in design

Have experience of using social media to communicate with supporters and promote events




	Knowledge / Understanding
	Knowledge of fundraising and the charity sector 
	Training in Health & Safety 

	Personal Attributes / Abilities
	Positive attitude 
Professional and approachable manner 
Creative and motivated 
Proactive, self-confident and reliable

Flexible and capable of using own initiative and discretion

Be confidential

Have proven reliability, time keeping and attendance

	Interest in the charity sector

Interest in running/challenges









	Other
	Flexible approach to working evenings and weekends when needed 

	Experience of volunteering, working with people, or helping at events 
Hold a full UK driving licence






