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	JOB DESCRIPTION – 

COMMUNITY & EVENTS FUNDRAISER


	POST:

RESPONSIBLE TO:

LOCATION:

HOURS: 

ANNUAL LEAVE:
SALARY:
	Community & Events Fundraiser
Head of Fundraising & Relationships
Crawley Open House, Crawley
16 hours per week
80 hours per calendar year

22,000
£10,400pa (£26,000 FTE)



	JOB PURPOSE


· To help Crawley Open House maintain and develop its place in the heart of our local community by increasing fundraising through community activities and events.
· To manage the relationship with local community groups – schools, places of worship, cubs & scouts, older peoples’ groups and carry out talks and other activities in order to raise profile and funds
· To meet and exceed fundraising targets in the areas of events and community activity

· To take responsibility for several fundraising events each year, and to develop new ones
· To contribute to a culture of excellence that puts our core values – caring, honesty, respect and responsibility – at the centre of all we do, whilst continually improving and developing our service.
	MAIN DUTIES AND RESPONSIBILITIES


	1. SERVICE DELIVERY


· GENERAL

1. To support the Head of Fundraising & Relationships and Marketing/Comms Worker in their day to day work.
2. To attend and support fundraising and networking events, meetings and talks, etc.
3. To be prepared to work flexible and varied hours in order to carry out the work required
· FUNDRAISING EVENTS
1. To carry out all the planning, inviting and running of several existing annual fundraising events – Run Gatwick, Big Sleep Out, Big Quiz, Thank You Lunch, 1 in 1000 Open Evening, Recruitment Open Days and Footgolf Tournament.
2. To meet and exceed agreed fundraising targets for the events that are held.

3. To liaise with the Marketing/Comms worker to advertise events and get publicity shots and social media coverage for them, as well as keeping the website updated.

4. To carry out all the required customer service, administration and logistical support to ensure that the events are a success.

5. To liaise with the COH staff team to ensure that we have the required staff at all events

6. To plan and arrange new events – for example a golf day, 5-a-side football tournament and Charity Dinner
7. To ensure all events and event participants are logged in the Beacon CRM
8. To work with other COH staff to source all the equipment needed to run the events, and to find all the raffle prizes needed with corporate supporters.
· COMMUNITY FUNDRAISING
1. To take over the Charity’s existing relationships with local schools, places of worship and community groups. 
2. To meet and exceed agreed fundraising targets for community fundraising
3. To deal with the regular email and phone enquiries regarding community fundraising opportunities and talks.
4. To liaise with the Marketing/Comms worker to manage social media opportunities and thank you messages with local community groups

5. To carry out talks and assemblies at local schools, places of worship and groups.
6. To develop new relationships and opportunities within the community to promote the work of COH and raise further funds.
7. To create online community events, appeals and campaigns in conjunction with the Marketing/Comms worker and colleagues.
	2. HEALTH & SAFETY 


1. To ensure that you are aware of, and to comply with, Crawley Open House Health & Safety Policies.
2. To respect Crawley Open House policy with regard to its no smoking policy.
	3. EQUAL OPPORTUNITIES


1. To ensure that Crawley Open House’s Equal Opportunities Policies are implemented and adhered to.

2. To challenge and report any incidences of prejudice, discrimination, oppression or behaviour that might be construed as abusive or poor practice.
	5.  RELEVANT MATTERS


1. To maintain confidentiality regarding clients, staff and business-sensitive information in line with Crawley Open House policy and procedure.

2. To participate constructively in induction, supervision, appraisal, meetings and relevant training. 
3. To contribute positively to good team relationships and the continuous improvement of services. 
4. At times you may be asked to work anywhere within the organisation to cover times of crisis or need. In these circumstances, your hours might also be subject to change to meet the needs of the organisation. 
	THIS JOB DESCRIPTION OUTLINES THE MAIN DUTIES AND RESPONSIBILITIES OF THE POST HOLDER. THE POST COULD INCLUDE OTHER DUTIES AND RESPONSIBILITIES NOT SPECIFIED HERE.


