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St. Andrew’s Hospice
JOB DESCRIPTION
	1. JOB IDENTIFICATION

	Job Title:       Capital Appeal Fundraiser 
Reports to:   Capital Appeal Director 
Directorate:    Capital Appeal
Hours of Work:
  35 hours a week, normal office hours are 9.00am to 4.30pm flexibility is an essential aspect of this role as the post holder is required to work in the evenings and weekends as required.
Responsible For: The post holder will have responsibility for: growing and maximise income from fundraising event/treks, community fundraising/third party events and developing new supporter relationships. You will deliver presentations to various groups to raise increase support and raise awareness of the work of St Andrew’s Hospice. You will also have responsibility for organising and recruiting participants/supporters for allocated events/campaigns and maximising event income. You should also be able to use social media platforms.
This role also involves collecting cheques, delivering presentations and talks to various community/church groups, organisations and businesses to further promote the work of the Hospice and engage new donors as directed by the Capital Appeal Director. 
No of Job Holders:   2
Responsible for managing: volunteers and event/donor contacts as appropriate.
Last Update: October 2018



	2.  JOB PURPOSE   

	To maximise the income generated from all fundraising activities and meet fundraising targets for St Andrew’s Hospice Capital Appeal.
To work with the Capital Appeal Director to ensure an effective calendar of events is in place.

To take sole responsibility for the planning, development, organisation, sales and overall financial success of allocated events/treks within agreed level of expenditure.
To work as part of the capital appeal team to encourage, develop, build and nurture advantageous links with donors at all levels, including individuals, communities and businesses/church groups, social media /any other organisations.
To grow participation in all fundraising events/treks/campaigns whilst constantly trying to target and identify a variety of additional fundraising activities.
To deliver presentations and talks to various community/church groups, organisations and businesses to further promote the work of the Hospice and engage with new donors as directed by the Capital Appeal Director. 

To support and implement our social media strategy and content 

To support & design our marketing materials

To at all times promote every area of the capital appeal department.
To engage with all current donors and develop new corporate donors & supporter relationships and maintain this contact to benefit the capital appeal at St Andrew’s Hospice.

To support the work of the Capital Appeal Team and department with other fundraising duties or initiatives as deemed appropriate.



	3. DIMENSIONS

	St. Andrew’s Hospice strives to provide a high standard of specialist palliative care to the people of Lanarkshire, encompassing human dignity and compassion and at all times respecting the value of human life. 

Specialist Palliative Care is the active, total care of patients with life limiting disease and limited prognosis, which is delivered by a multidisciplinary team. It provides physical, emotional, social and spiritual support to patients, their families and carers. 

• St Andrew’s Hospice is open to all people aged 18 and over, served by NHS Lanarkshire, without distinction of race, gender or creed. 

• All services are provided free of charge to the patient. 

Patients can be referred via any healthcare professional e.g. their GP/Consultant/District Nurse/Community or Hospital CNS etc 

Our core values are: Human Dignity, Compassion, Justice, Advocacy and 
Quality. 
We provide Specialist Palliative Care for patients with life-limiting illnesses. 

We have an Inpatient Unit with 30 beds made up of 21 single rooms and three multi-occupancy rooms. 


	4.  ORGANISATIONAL POSITION
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	5. ROLE OF DEPARTMENT

	To achieve strong sustained net income growth in order to enable the capital appeal to meet its operational and strategic aims.
To communicate the value of the Hospice both locally and nationally to raise awareness and promote services as a leading provider of specialist palliative care.
To at all times promote every area of the capital appeal.
To encourage existing and potential supporters to participate in all fundraising events/treks/campaigns whilst constantly trying to target and identify a variety of additional fundraising activities.
To engage with all current supporters and establish new supporter relationships and maintain this contact to benefit the capital appeal at St Andrew’s Hospice.
To professionally represent St Andrew’s Hospice and at all times provide excellent donor care and customer service to all supporters/event participants (this includes face to face interaction, contact by telephone, email, letter and all other communication mediums).
To engage with members of the public and encourage individuals and groups to provide voluntary support as required.
To establish and maintain relationships to benefit the capital appeal team and any fundraising promotional initiatives.


	6.  MAIN TASKS, DUTIES AND RESPONSIBILITIES

	Core Duties:
▪ To maximise the income generated from all fundraising activities and meet capital appeal targets for St Andrew’s Hospice.

▪ To professionally represent St Andrew’s Hospice and at all times provide excellent donor care and customer service to all supporters/event participants (this includes face to face interaction, contact by telephone, email, letter and all other communication mediums).
▪To work with the Capital Appeal Team to ensure an effective calendar of events is in place.

▪To take sole responsibility for the safe planning, development, organisation and overall financial success of allocated events.

▪ To prepare regular activity/diary updates for Capital Appeal Director and ensure that accurate records are kept at all times (this includes budgets for events).

▪ To undertake all event follow up/credit control procedures to ensure funds generated are maximised.
▪ To keep in touch with and follow up all supporters who are undertaking third party fundraising.

▪ To help to develop marketing and promotional materials to support all fundraising activities and prepare promotional content on a regular basis for the Hospice website and social media channels (this includes providing photographs).

▪To work as part of the capital appeal team to encourage, develop, build and nurture advantageous links with donors at all levels, including individuals, communities and businesses/church groups/any other organisations.

▪To encourage existing and potential supporters to participate in all fundraising events/treks/campaigns whilst constantly trying to target and identify a variety of additional fundraising activities.

▪ To engage with all current supporters and establish new supporter relationships and maintain this contact to benefit capital appeal at St Andrew’s Hospice.

▪ To support all fundraising activities and campaigns.

▪ To at all times promote and undertake all fundraising activities to generate income for every area of the Hospice fundraising activities including regular giving (inclusive of collections, cans).
▪To encourage existing and potential supporters to participate in all fundraising events/treks/campaigns whilst constantly trying to target and identify a variety of additional fundraising activities.

▪ To engage with all current supporters and establish new supporter relationships and maintain this contact to benefit capital appeal at St Andrew’s Hospice.

▪ To foster thoughtful, courteous and caring relationships with team members, colleagues, donors, supporters, organisations and businesses.
▪ To engage with members of the public and encourage individuals and groups to provide voluntary support as required.

▪  To support other groups with 3rd party fundraising activities which are held on behalf of the Hospice promoting the ethos of the Hospice in accordance with Hospice good practice and philosophy.  
▪ To recruit and supervise volunteers to assist with the capital appeal activities.

▪ To undertake other duties as required maintaining the purpose and function of the capital appeal team.
▪ This post will involve working outside of normal office hours, during evening and weekends in accordance with the demands of the role and the department.
▪ At all times to ensure that the highest professional standards and adhere to all codes of practices, hospice policies and legislation (Health and Safety, Data Protection etc).

▪To promote at all times to ethos and mission of St Andrew’s Hospice and the Sisters of Charity.
▪ Upholding the organisations integrity and reputation by reflecting and complying with the Hospice mission, objectives, policies and ethical values.



	Sensory/physical demands & work environment:

· To work outside of standard working hours in accordance with the needs of the role, e.g. working early to organise/attend events/fundraising appointments as necessary, evening/weekend work for events and attending activities organised by 3rd party donors and supporters (including delivering presentations on the work of the Hospice).
· Moving and handling of Hospice promotional display stands, materials and various supplies required for events.
· Organising and participating in the training of volunteers or Hospice staff as deemed appropriate. 
· Standing for and speaking for long periods during events, bucket collections or presentations on the work of the Hospice.
· Being able to deal with members of the public, volunteers and any situations professionally and sensitively during all events and within the Hospice in a confidential and courteous manner.
· Being mindful of the Hospice dignity at work policy in your every day dealings with colleagues and volunteers.
Mental Demands

· Prolonged periods speaking and concentration required. 
· Dealing with the varying and unpredictable demands within an office and event setting. 

· Frequent, interruptions (face to face enquiries, email, telephone).
· Switching tasks to take account of changing priorities, particularly during events and high volume fundraising campaigns.
· Working extra hours during particularly busy periods.

· Dealing with supporters/donors and members of the general public.

· Potential emotional situations.

· Retention of information.

Emotional Demands

• Frequent direct exposure to the concerns of supporters/donors/event participants and members of the public with the need to handle these situations in a sensitive, confidential manner. 
● Exposure to highly distressing situations particularly when accepting donations from distressed and/or bereaved relatives in a confidential manner.

● Coping with several tasks simultaneously within event/campaign deadlines.

Environmental
· Shared office space and background noise.

· Office temperature.

· Interruptions.

Professional Development:

· Keeping abreast of current developments with other charities and the fundraising sector. 
· Supervising and training of volunteers.

· Cascading information and “skills learnt” and communicating these between colleagues in the Capital Appeal Team.

· Attending all in house meetings (as required) and training including mandatory updates on health and safety, fire safety, moving and handling and other any mandatory training.

· Attending courses and conferences as directed by line manager (this may involve travel and overnight stay).

Performance Management

· The post holder will participate in performance management systems including providing information for performance monitoring that reflect the values of the Hospice, particularly in terms of being ambitious, challenging and accountable.
Other:

· Work within agreed Hospice policies, procedures and guidelines.

· Attend updates and courses in order to maintain own knowledge and skills.

· Work as an integral part of the fundraising team, being sensitive to the needs of the whole team and supportive of other team members. 

This job description is an outline of the duties of the post and is not meant to be a detailed summary.  Other duties may be required according to the needs of the Hospice.  The job description may be subject to agreed amendment in the light of experience and the need for change.

Ethos and Mission of the Hospice 

Lead by example and uphold the mission and ethos of the Hospice and of the Religious Sisters of Charity.

Working with volunteers:

Volunteers are a vital resource to the Hospice and it is the responsibility of all staff to treat them with respect and to value their contribution appropriately. If a volunteer is assigned to assist you at any time you will retain responsibility for the requirements of the job in terms of accuracy, efficiency and standards of completion. You should also ensure good communication and be aware of your responsibility towards the volunteer in terms of Health & Safety.
Health & Safety

All employees must:

· Take care of their own safety and others who may be affected by their actions or omissions.

· Adhere to Hospice and Departmental Health and safety Policies and use any equipment or personal protective equipment provided to ensure safety.

· Co-operate with their managers to maintain safe systems and safe workplaces.

· Report any accidents/incidents or ill health, failings in premises equipment or personal protective equipment through the Hospice reporting system.

· Not interfere with any equipment provided to ensure Health and Safety.

· Not attempt to carry out tasks or repairs beyond their competence.

· Follow manual handling guidelines and principles, utilising all aids and attending yearly updates.  

· The employee must attend and complete the full induction programme and appropriate mandatory training relevant to job role.
Annual Appraisal

All members of hospice staff receive an annual appraisal by their line manager.  The purpose of the annual appraisal is to understand how well the job has been working in the previous year, assess progress towards the targets made at the previous annual appraisal and to set targets.

Conditions of Service

The employing authority is St. Andrew’s Hospice. Terms and conditions of service are set by the SMT of the Hospice.  

Rehabilitation of Offenders Act 1974

This post is subject to an exemption order under the provision of Section 4 (2) of the above Act. We will apply to the Central Registered Body in Scotland (CRBS) for Disclosure for the successful candidate. Information on the disclosure process is available at www.crbs.org.uk or by phoning the CRBS on 01786 849777.

No Smoking Policy

St Andrew’s Hospice operates a No Smoking Policy for staff within the Hospice buildings and grounds.

Confidentiality

Hospice staff will become aware of information related to patients, staff and volunteers which must be treated confidentially.  All staff are expected to read and adhere to the Confidentiality Policy. All fundraising information.
Equal Opportunities

St. Andrew’s Hospice is an equal opportunities employer.




	7. EQUIPMENT AND MACHINERY

	1. Computer hardware

· PC, monitor, printer, laptops, ipads and USB Sticks. School smart boards and lap tops.
2. Office equipment

· Photocopier, risograph machine, envelope packing machine, laminator, calculator, telephone, fax, cash coin counter, credit card machine, shredder.

3. Computer software

· Microsoft Office (Excel, Word, Outlook, Access, PowerPoint, Photoshop, Facebook and Twitter) 
· Raiser’s Edge and other Fundraising Software

· Internet explorer.



	8. ASSIGNMENT AND REVIEW OF WORK

	Assignment

· Work is assigned to this post by the Capital Appeal Director.
· The work is reviewed by the Capital Appeal Director.
· The post holder works as part of a team with allocated appointments, tasks and event/campaign responsibilities to meet the needs of the organisation. 
Review

· The post holder provides ongoing updates and reports to the Capital Appeal Director & Chair.

· Annual appraisal will be carried out by the Capital Appeal Director.



	9.  DECISIONS AND JUDGEMENTS

	Any decisions on event organisation development and further ideas should be cascaded to the Capital Appeal Director for further discussion.

The post holder is required to develop and deliver event/campaigns or any other fundraising related projects and presentations (including producing presentations to use during talks about the work of the Hospice), whilst taking into account the organisation requirements, department pressures and staff availability to ensure deadlines are achieved and quality of service is maintained.

The post holder is required to work strategically with the Capital Appeal Director to sustain support from the Lanarkshire community for all fundraising activity and to promote awareness of the work of the Hospice. 



	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Constantly re-prioritising workload to meet the demands of the team and our supporters, whilst also maintaining an enthusiastic and professional approach at all times. 
Speaking and standing for long periods of time during events, collections and presentations. 
Encountering at times challenging behaviour in and out of the office setting.
Being prepared to use IT equipment for events and presentations.

Dealing with emotional supporters, donors, staff, volunteers and general members of the public.
Encouraging donors/supporters/volunteers to continue participating in fundraising activity.
Working under tight budgetary requirements for event planning.

Being highly organised with planning and event organisation.

Workload requirements and pressures may on occasion require long working days and a flexible approach to the working week.

Keeping up to date with developments and changes within capital appeal and the Hospice. 
Communicating sensitively with the Hospice’s volunteers and supporters showing empathy and understanding at all times



	11.  COMMUNICATIONS AND RELATIONSHIPS

	Internal:
•     Capital Appeal Chair 
· Capital Appeal Director                  
· Head of Fundraising.

· Capital Appeal Team 
· Fundraising Teams               
●    Patients and relatives.
· Department managers & SMT.
External:

Provide external interface with -
· Hospice supporters & Donors.

· Members of the general public.

· Volunteers and individuals volunteering from companies to support the work of the Hospice.

· Staff from North and South Lanarkshire Council. 
· St Andrew’s Ambulance Volunteers
· Strathclyde Fire & Rescue.
· Strathclyde Police.
· Other external agencies & suppliers.

· Event specific contacts and supporters.



	12. JOB DESCRIPTION AGREEMENT

A separate job description will need to be signed off by each jobholder to whom the job description applies.
      Job Holder’s Signature:                                                                            Date:
Head of Department Signature                                                                  Date:




PERSON SPECIFICATION – Capital Appeal Fundraiser
	Attributes
	Essential
	Desirable
	Method of Assessment

	Education/

Qualifications


	Event Management, or Fundraising qualification (or equivalent in relevant experience). 


	Educated to degree level in relevant subject

	

	Experience


	Knowledge of fundraising within the charity sector.

Proven experience of organising, managing and delivering successful fundraising events which generated vast sums of income.

Proven experience of actively engaging with members of the public to encourage and develop new fundraising supporters.

Proven experience of working to and delivering on income related targets.

Experience of professionally delivering presentations to donors and supporters at all levels. 
Experience of managing and supervising volunteers to ensure the highest level of success is achieved.
Working knowledge of Social Media 
	Knowledge and experience of fundraising and event management within the Hospice setting.


	

	Skills and Knowledge


	Well developed IT skills, including Microsoft Office, Excel, PowerPoint, Photoshop, Social Media and databases

Proven experience of generating vast income through event organisation.

Excellent organisational skills.
Experience of initiating, developing and growing new projects and creating new initiatives.
Excellent written and verbal communication and presentation skills including the ability to communicate sensitively with Hospice supporters, volunteers, and staff showing empathy at all times

Ability to research, produce and deliver presentations (with the use of power point, prezzi and other software).
Target planning for events, all fundraising activity and campaigns. 

	A knowledge of Social Media and Marketing

Event Management
Training.

Proven self management skills.
Driving Licence
	

	Aptitudes


	High level of initiative, drive, determined and resourceful approach.
Ability to recruit, inspire, influence and motivate current and new donors and supporters. 
Adaptable and able to work under pressure in a fast paced environment.
Excellent organisation and time management skills.
Ability to travel as required.


	Ability  to work some evenings and weekends 
	


Capital Appeal Director





Capital Appeals Admin Assistant





Legacy & Trusts 


Manager





Fundraiser 





Corporate Fundraiser
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