[image: image1.jpg]York



York Mind

Job Description

December 2020

York Mind

Fundraising Co-ordinator (maternity cover)
Job Description

Job Title:  Fundraising Co-ordinator (maternity cover)
Responsible To: BM
Primary Job Purpose:  
Working within the Income Generation Team, the purpose of this role is to co-ordinate the charity’s Events and Community fundraising programme, to implement the fundraising strategy and meet financial targets. This includes co-ordinating all aspects of our fundraising activity for Spring & Summer 2021, which currently includes Challenge Events, York Mind events, Corporate partnerships and Third Party fundraising. You will also be expected to utilise a range of communication methods to maintain a high level of community awareness of York Mind’s services and our activities within the local area.
Hours: 37.5 hpw
Salary: £24,500 per annum (pro-rata for 6 month FTC)
Key Responsibilities
Fundraising Co-ordination
· Working within the community fundraising guidelines, maximise income from all fundraising streams and delivering / exceeding financial targets  
· To deliver effective stewardship to our existing network of community supporters, maintaining and growing relationships with proactive individuals and groups raising money in aid of York Mind 
· To adhere to supporter care processes, procedures and guidelines in order to ensure that fundraisers receive the highest level of support and to maximise their engagement
Challenge Events
· Co-ordinate the delivery of the key partner Challenge Events in the fundraising programme, including physical attendance at events such as the York 10k (where this is pre-agreed and subject to Covid-19 restrictions)
· To deliver on all aspects of our Challenge Events stewardship plan, helping participants to reach their fundraising goals 
· To recruit and manage volunteers for Challenge Events and seek opportunities for cross working 
· To work effectively with Challenge Event partners, participants and volunteers to respond to last minute changes / cancellations to in-person events

York Mind Events

· Work with community contacts and volunteers to ensure the safety and profitability of York Mind Events (e.g. bag packs and bucket collections)
· Collaborate with the Finance team to ensure safe banking of donations and maximise GiftAid wherever possible 

Corporate Partnerships

· To maintain a regular schedule of communication with our current Corporate Partners, to continue relationships and help them engage fully with York Mind for mutual benefit
· To identify opportunities to collaborate with new Corporate partners and to nurture these into long-lasting fundraising relationships

· To work effectively with the Training Manager, pursuing shared information for the overall benefit of the income generation team

Third Party Fundraising

· To work within the fundraising guidelines to support a range of Individuals and Groups in the community undertaking their own fundraising for York Mind, from start to finish

· To create long-lasting, professional relationships with local individuals who choose to fundraise for York Mind

· To ensure Individual Gift Aid is reclaimed where possible
Charity communications

· To maintain the charity’s lively and engaging presence on social media

· To work with colleagues to utilise social media in highlighting key service updates and opportunities to be involved within the charity as a beneficiary, volunteer or fundraiser

· To update and maintain relevant content on the charity’s website, using our in-house CMS

Other
· Work with the Service Manager to ensure marketing plans are in place for events and campaigns, collateral is produced and communications are signed off

· Represent the charity at meetings and events as and when required

· Support the Service Manager with monitoring budgets and create contingency plans where necessary
· Work with the Finance Department to ensure maximum recovery of Gift Aid

· To ensure accurate recording of financial information and maintaining systems to ensure security of cash donations collected at community events

Person Specification 
Essential
	1. Experience of community, corporate and event fundraising within the charity sector

2. Excellent track record of meeting income targets and generating new income
3. Experience of organising fundraising events
4. Excellent communication skills - digital, verbal and written

5. Excellent organisation skills with the ability to oversee multiple projects, prioritise work and meet financial deadlines
6. Good standard of numeracy – to be able to check financial information
7. Ability to build positive working relationships with internal and external contacts

8. Ability to work effectively under pressure

9. Enthusiasm for fundraising, improving mental health and for York Mind

10. Ability to work under own initiative and operate a flexible approach

11. Ability to gain the confidence of people from a wide variety of backgrounds

12. Flexible approach to working unsocial hours

13.  Collaborative and inclusive, prepared to work as part of a wider team in contributing specific expertise
Desirable

14. Knowledge of fundraising law and regulation

15. Experience of running successful virtual fundraising events
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