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FUNDRAISING ASSISTANT

REPORTS TO: Head of Fundraising 
HOURS OF WORK: Full time (35 hours per week), permanent

SALARY: £22,000

Additional benefits: Pension, season ticket loan, 25 days holidays
LOCATION: London, SW9 with some travel to attend meetings and events as needed
About the Brain & Spine Foundation:

Our mission is to improve the quality of life of people affected by neurological problems by providing expert information, support and education.

12 million people in the UK are currently living with one of over 350 neurological conditions including common conditions such as dementia and stroke, and others that are less well known such as subarachnoid haemorrhage and Chiari Malformation. 

Job purpose:
· Work as an essential part of the fundraising team to implement the fundraising strategy and raise money for our services.
· Carry out administration, research and support-related tasks for all Brain & Spine Foundation fundraising activity.
· Manage a portfolio of participation events – answering enquiries, registering event participants and providing excellent stewardship to ensure they are happy and maximize  income raised

· Assist in the coordination of our fundraising initiatives: helping to develop ideas, create proposals and coordinate approaches to potential supporters.
· Share responsibility in achieving annual budgets and targets as agreed with the Head of Fundraising.
 

Main tasks: 

Administration and support
· Provide efficient administrative support to the fundraising team.
· Respond to email and phone enquiries and direct to other fundraising team members as required.
· Process donations as they come in, working with the Office Administrator and the Finance Manager to ensure they are coded and recorded correctly.
· Maintain a record of all donations and provide the Head of Fundraising with monthly income updates.
· Thank donations promptly and in line with the team’s stewardship plan.
· Maintain supporters’ records on our database: logging all contact, recording actions and using query and reporting functions as required.
· Work with the Office Administrator to coordinate volunteer support for fundraising within the office.
Research

· Research potential new donors – trusts, community groups, corporates and individuals as requested by the Head of Fundraising.
· Stay up to date with fundraising trends and contribute new fundraising ideas to team plans.
· Assist in gathering information to inform funding applications and update reports.
Events and community

· Manage your own portfolio of events including runs such as Royal Parks Half Marathon, miscellaneous events and overseas treks.
· Source materials and monitor stocks of participation events and community fundraising materials e.g. banners, t-shirts etc.
· Work with the Senior Fundraising Officer to fulfill the stewardship programme for our event participants - providing support materials before events, keeping in touch throughout and thanking afterwards.
· Organise volunteer support for major events e.g. London Marathon and special events e.g. our annual supporters’ reception.
· Keep track of and provide reports on event participants’ progress towards their targets by monitoring their fundraising pages and ensuring donations are correctly attributed on our database.
· Contribute to the development of fundraising team procedures to ensure the team is working efficiently and maximizing time and resources.
· Act as first point of contact for community fundraisers looking to organise events in aid of us and support them with advice, materials and information.

· Support our charity’s Community Ambassadors in their work to raise funds in their local communities.
· Coordinate the distribution and collection of Brain & Spine Foundation collection boxes

· Take responsibility for the recycling scheme (phones, currency etc.) including promotion and implementation and identify other similar opportunities 
Individual Giving
· Execute mailings to our individual supporters e.g. our Christmas Appeal.
· Keep track of regular givers who donate by direct debit and work with the Head of Fundraising to grow that pool of supporters.
General

· Act as an ambassador for the fundraising team and the charity as a whole both internally and externally.
· Ensure that all supporters know their support is recognised and appreciated by thanking promptly and making and responding to emails and phone calls in a friendly, professional manner.
· Support all fundraising activity within the office and take on additional responsibilities as required.
· Keep up to date with best practice in fundraising and comply with relevant legislation.
· Undertake some evening and weekend work in order to attend events.
· Undertake tasks as required by the Head of Fundraising and the CEO.
Person Specification:

	Experience and knowledge
	Essential
	Desirable

	Good general education, preferably to degree level 
	
	X

	Experience of working in an administration role
	X
	

	Knowledge and experience of charity fundraising
	
	X

	Using a Customer Relationship Management (CRM) or other database
	
	X

	Knowledge of different fundraising methodologies
	
	X


	Skills and Abilities
	Essential
	Desirable

	Very good written communication including grammar, spelling, creative writing
	X
	

	Very good verbal communication skills with the ability to build positive relationships with internal and external contacts at all levels
	X
	

	Good organisational skills with the ability to prioritise and plan to manage a varied workload, and a problem solving approach
	X
	

	Good IT skills, including MS Office, Outlook and the Internet
	X
	

	Strong numerical skills and excellent attention to detail
	X
	

	Ability and willingness to work under pressure
	X
	

	Self-motivated, able to work on own initiative with minimal supervision
	X
	

	Ability to plan effectively and prioritise your own workload, to manage multiple tasks and work to deadlines and targets.
	X
	

	A team player with the ability to work in a small team
	X
	

	Ability to think through and solve problems
	
	

	Flexible approach, willing to adapt and respond to changing priorities
	X
	

	Ability to think laterally to make a positive contribution to the direction of the fundraising and the wider team
	
	

	Experience of delivering good customer service
	X
	


	Attitude and Personal Qualities
	Essential
	Desirable

	A self-confident, hard working self-starter, with a drive to succeed
	X
	

	A friendly, energetic personality with a ‘can-do’ attitude and a positive approach
	X
	

	Discretion and confidentiality
	X
	

	A commitment to the policies and aims of the charity
	X
	


	Other
	Essential
	Desirable

	Awareness and interest in issues surrounding health and disability
	
	X

	Understanding and knowledge of the charity sector
	
	X

	Willing and able to undertake occasional evening and weekend work*
	X
	


* BSF operates a time off in lieu scheme (TOIL) for any overtime worked
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