



	Fundraising Officer


	Title:
	Fundraising Officer

	Department:
	Fundraising

	Reporting to:
	Fundraising Manager

	Responsible for – People:
	0


	Fundraising

	Fundraising staff support the charity's strategic objective to develop Orphans in Need (OIN) as an organisation by raising funds and awareness for its development projects.  


	MAIN RESPONSIBILITIES/KEY DUTIES

	1. To co-ordinate local campaigns and fundraising activities 

2. To establish, build and maintain relationships with contacts - donors, volunteers, local community leaders & external organisations.

3. To raise funds and awareness from and amongst: schools, businesses, community groups, Masajid and the general public.

4. To investigate and implement new ways of increasing funds. 

5. To identify and research the local markets strengths, weaknesses, opportunities and threats and use the findings accordingly. 
6. To support seasonal fundraising and marketing campaigns.
7. To organise and co-ordinate fundraising and promotional events.
8. To attend, promote & raise funds for OIN at any events organised by other organisations/persons.
9. To represent OIN at events in a professional and presentable manner, and do the utmost to promote OIN. 
10. To identify and research local donor market - strengths, weaknesses, opportunities and threats.

11. To develop, revise and implement the UK fundraising plan and budget.

12. To keep abreast of changes in the market/environment and accordingly amend the UK fundraising plan and budget as and when required.

13. To assist in the creation and implementation of campaign plans with the Communications and Marketing Officer and other Fundraisers.
14. To co-ordinate plans with other Departments, key personnel and volunteers.

15. To ensure a maximum number of volunteers are recruited to support OIN activities.

16. To ensure all volunteers working on OIN premises are properly registered and have completed all appropriate forms.

17. To maintain and update a volunteer database.

18. To train and induct volunteers into OIN's activities.
19. To engage volunteers for fundraising activities.

20. To co-ordinate and supervise volunteer activities.

21. To service the needs of volunteers both professionally and socially.

22. To maintain an organised and accessible filing and documentation system.

23. To securely log all donations and pledges accurately and ensure that clear records of such donations and pledges are maintained.

24. To capture details of donors and accurately log onto the Charity's database.

25. To fulfil all obligations with regard to the taking of donations.
26. To keep accurate track of expenses with receipts.
27. To participate in meetings associated with the work above.
28. To ensure that decisions from any meetings or discussions are followed up within the deadlines agreed.
29. To liaise with and make recommendations to management as and when required.

30. To communicate with external organisations including local authorities, masajid, etc.

31. To liaise with relevant departments and staff.
32. Any other duties commensurate with the accountabilities of the post




	Person Specification

	FUNDRAISING OFFICER

Essential
· Educated to degree level 
· Experience in fundraising campaigns and events management.
· Experience of community fundraising. 
· Experience of coordinating volunteers.
· Good communinication and interpersonal skills.
· Good report writing skills.
· Good knowledge of ICT.
· Excellent organisational and time management skills.
· Excellent presentation skills.
· Strong influencing skills.
· Good knowledge of contemporary fundraising techniques.
· Ability to adapt quickly to changing deadlines and priorities.
· Ability to work under pressure and work on own initiative.
· Ability to work effectively in a team and independently.
· Confident public speaker.
· Ability to work unsociable hours during peak campaigns.
· Committed to OIN’s mission, visions and values. 
Desirable 
· Knowledge of public and private sector funding sources, structures and organisations. 
· Knowledge of the volunteer sector.
· Ability to speak multiple languages.
· Hold UK driving licence.
   


