VOLUNTEER ROLE DESCRIPTION

	SECTION A – GENERAL INFORMATION


	Volunteer Role

	Major Account and Legacy fundraising support

	
	

	Department/Function

	Fundraising

	
	

	Location

	Office Based, Camden, London

	
	

	Duration (If Applicable)

	3-6 months (flexible)



	
	

	Working Arrangements


	10-4 with hour break for lunch (flexible)

	
	

	Accountable To:


	Major Account and Legacy Manager

	
	

	Training & Development:
	Induction on Fundraising Database

Training on researching legacy and major donor fundraising methods




	SECTION B – VOLUNTEER ROLE


	Summary of Role 


	Work alongside the Major account manager, to support all clerical and administrative work of this role . This role includes working with different levels of management to plan and carry out campaigns and meet deadlines.




	
	

	Areas of Responsibility

(This section is divided into Core Functions and Specific Functions).

Note: Within the boundaries of the volunteer role description, new projects and work areas may be incorporated into the role over time or as the role develops.
	Core Functions

· Assist in developing and implementing the overall Legacy campaign plan. 

· Sustain a tracking/monitoring system for major account(s); regularly update account information.  

· Visit locations if need be to assist in fundraising events/activities
· preparing reports for both donors, Major Account Manager and trustees of the charity; 

·  Update Variety Club Datebase on all activities including income and expenditure

· Admin tasks include thank you letters, filing and answering telephone


	
	Specific Functions

· According to established guidelines, input information into the database, including address updates, new prospect/donor information, gift information, call report data, etc. 

· Records gifts and funding  with acknowledging them by writing letters and receipts. 

· Accurately enters gifts into database, ensuring that all are coded correctly according to campaign, purpose, gift amount, and any restrictions or reporting requirements that may apply. 

· Assists Major Account Manager with data update projects as needed. 

· Runs month end reports to ensure donors have been appropriately acknowledged and receipted. 

· Helps develop and implement smooth business operations of the Fundraising department. 

· Receives visitors and answers the office’s main phone lines with a high standard of professionalism. 

· Maintains supplies. 

· Completes all copying and filing. 

· Provides spreadsheet support. 

· Performs additional duties as required. 

   


	SECTION C – PERSON SPECIFICATION


	Essential Knowledge, Skills and Experience 


	· Administrative support experience in a fast-paced work environment. 

· Good inter-personnel and verbal communication skills with ability to act in a mature and professional manner with top donors and trustees. 

· Good organizational skills required, with strict attention to details in all tasks. 
· Ability to multi-task, set priorities, and maintains positive attitude at times of increased workload. 

· Ability and willingness to work cooperatively and flexibly as part of a team. 



	
	

	Desirable Knowledge, Skills and Experience 


	· Progress database experience is required but not essential
· PC proficiency, and experience with spreadsheets required. 




