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Job Description

Job title:		Community Fundraising Support Assistant
Reports to:		Community Fundraising Manager

Working closely with:	Community Fundraising Manager
Community Fundraising Leads, Community Fundraising Assistant &
Volunteer Support Leads
Responsible for: 	n/a

1. Main purpose of job
Ensuring all our third-party event organisers, volunteers and community event participants have a great experience supporting EAAA; through excellent communication, stewardship, administrative duties, and have access to all necessary resources for their fundraiser to be a success.
You will be providing administrative support to the Community Fundraising Leads and supporting with the coordinating transport and delivery of event related kit to our supporters for the Community Fundraising team. 

2. Main duties/responsibilities 

Community Events:
· Working with the Community Fundraising team to support the administration of all third-party events across the four counties of Bedfordshire, Cambridgeshire, Norfolk, and Suffolk. Creating event plans and ensuring all events are linked to and recorded on the Customer Relationship Management system (CRM)

· Working with the Community team and Volunteering team across the region, to coordinate and fulfil the preparation, delivery and return of event equipment to supporters and stock replenishment, post events.

· When necessary, assisting with the set up and pack down of equipment, this will include weekends, early morning, and evening work for which time will be given in lieu. 

· Following the process for checking out and in, all event equipment and stock. Reporting to the Community Fundraising Assistant when stock needs reordering.

· Ensuring income from third party events is correctly captured on the CRM system and on occasion preparing any cash ready for banking.

· Support with the benefitting charity events research/local events in the areas and add as opportunities on CRM.


3. General duties/responsibilities 
· [bookmark: _Hlk22719574]The post holder may be required to work at any of the Charity’s sites in line with organisational needs.

· All staff must ensure confidentiality and security of information dealt with while performing their duties. They must comply with and keep up to date with Charity policies and legislation on confidentiality, data protection, freedom of information and computer misuse.
· All staff are required to adhere to and act consistently with all relevant health and safety legislation and Charity policies and procedures in order to ensure that their own and the health, safety and security of others is maintained.
· Staff will actively promote the Charity’s commitment to equality and diversity by treating everyone with dignity and respect.
· All employees should take a proactive approach to personal development in order to ensure that skillsets are aligned to the demands of the role as it evolves and develops to meet the organisation’s changing needs.
· All employees have a responsibility for protecting, safeguarding, and promoting the welfare of children and vulnerable adults.
· It is the responsibility of all employees to conduct all business in an honest and ethical manner.
· Staff should uphold and demonstrate the Charity’s values (respectfulness, accountability, integrity, support, and evolution).
· All staff should be aware of their responsibilities to protect the reputation of the charity e.g. social media and behaviour.
· Reporting incidents via the Datix system as part of an open and fair culture.
· Staff should be willing to undertake any activity as deemed appropriate by the charity that is in line with skills, experience, and knowledge.








4. Person specification
	Experience  

	Essential 
	Desirable 


	 
	Experience of challenge / fundraising events 

	 
	Experience of applying current legislation (GDPR) in relation to communicating with supporters and data protection. 


	
	Experience of an administration role

	Knowledge and skills 

	Essential 
	Desirable 


	IT literate with good office and 
administration skills. Confident in the use of 
all Microsoft Office packages as well as 
proficient in the use of internet and email. 
	Knowledge and experience of using Customer Relationship Management system (CRM) 

	Full, manual, driving licence and access to a vehicle and the ability to travel to a number of locations across East Anglia, sometimes at short notice. 
	 

	Excellent written and verbal communication skills, Confident on the telephone and face to face with the ability to deal with a diverse range of people
	 

	Strong organisational skills with ability to manage multiple tasks and priorities
	

	Ability to manage cash and donations accurately and responsibly.

	

	Comfortable with manual handling (e.g., event equipment setup)
	

	Ability to work occasional evenings and weekends with time off in lieu.
	

	
	

	Personal qualities 

	Essential 
	Desirable 



	Resilience, energy, and drive – the ability to work under pressure and to have a proactive approach to work
	

	Excellent people skills, having empathy with volunteers/supporters and an understanding of their needs. 
	 

	A good team worker, who can build effective internal and external relationships. 
	 

	Flexible and adaptable to changing priorities.
	 

	Willingness to travel across the region as required.
	 

	Creative - with the ability to identify and 
develop new initiatives 
	 

	Appreciation and alignment towards EAAA’s values 
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