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Job Description – Fundraising and Enterprise Assistant
Responsible to: Chief Executive
Job Title: Fundraising and Enterprise Assistant

Location: Sydenham Garden, 28A Wynell Road, London SE23 2LW

Hours: Part time, 22.5 hours per week (0.6 FTE)
Starting salary: £20,000 (£12,000 pro rata)
Main purpose of job: The Fundraising and Enterprise Assistant will work with the Chief Executive and other key staff, volunteers and trustees to:
· Ensure the charity has the funds it needs to deliver its planned work

· Raise additional funds to develop the work of the charity

· Increase the proportion of income generated through enterprise activity
· Ensure funder requirements are met

Main duties include:
Working with the Chief Executive and other key staff to secure new funding from a range of sources, in line with the objectives and activities of the charity:
· Prepare project proposals and budgets that are achievable and realistic
· Research potential funders and match them with appropriate projects
· Develop and submit fundraising proposals and applications in a timely manner
· Maintain records of potential funders and submitted applications

· Generate and implement ideas to increase financial support from Friends and supporters

· Build positive relationships with organisations and individuals with an interest in the organisation and our work
Maintain effective relationships with existing supporters:
· Maintain accurate paper and computer records of requirements of funders and partners and prepare monitoring reports, claims and submissions to funders in line with their reporting schedule and requirements.

· Maintain positive communication with funders, partners, Friends and other supporters, through meetings, letters, reports, telephone conversations as appropriate.

· Maintain accurate paper and computer records of communications with all supporters
Work with the Chief Executive and other key staff and volunteers to maximise income from fundraising events and enterprise activities:
· Support the delivery and development of fundraising events, including Fundraising Dinners, Fairs, Collections
· Support the delivery and development of enterprise activities, including Market Stall, public training courses, Market Garden, chargeable services
· Support the delivery and development of corporate and community challenge events and activities
General duties:
· Provide administrative support as required to the Chief Executive

· Assist with marketing and promotion of the charity eg newsletter, leaflets, presentations, website
· Work effectively with different stakeholders such as referred clients, staff, trustees, funders, volunteers and visitors to the project
· Keep abreast of latest research and developments in mental health, wellbeing and policy changes that may affect the organisation, as well as developments in the fields of fundraising and enterprise. 
· Work within the policies and procedures at Sydenham Garden and in a way that meets legal, statutory and best practice requirements.
· Participate in and suggest appropriate personal development and training
· Work flexibly, including occasional evenings and weekends

· Undertake any other duties as reasonably required
Person Specification – Fundraising and Enterprise Assistant
Essential

· Interest in developing a wide range of fundraising, enterprise, marketing and administration skills
· Experience of effectively managing a diverse work load
· Strong administration and problem solving skills
· Excellent IT skills, particularly Excel, Word, Internet, Email
· Excellent communication skills (written, telephone & interpersonal) 
· Ability to read complex information and summarise key points
· Strong numerical skills
· High level of accuracy and attention to detail
· Self motivated with can-do attitude 
· Ability to work on own initiative as well as part of a team
· Understanding and commitment to Sydenham Garden mission and vision
· Commitment to work within our policies and procedures, including Equality and Diversity, Health and Safety.
Desirable

· Bachelors Degree or equivalent
· One or more years paid work experience
· Flexible approach to work, able to work occasional evenings/weekends 
· Experience of maintaining and using Access databases
· Experience using formulas in Excel 
· Mailmerge in Word
· Experience working for a small charity
· Experience working with funders eg trust, foundation, individual, corporate, community, statutory
· Experience in successfully raising funds
· Understanding of issues around mental and physical health 
Summary Terms & Conditions – Fundraising and Enterprise Assistant
Condition of appointment:
Subject to receipt of satisfactory references and satisfactory enhanced Criminal Records Bureau (CRB) disclosure.
Period of Appointment:        One year fixed term commencing as soon as possible
Probation: 


3 months
Hours of work:

22.5 per week (0.6 FTE)
Salary: 


£20,000 per annum (£12,000 pro rata)
Annual Leave:

28 working days plus 8 public and bank holidays and 3     





discretionary days at Christmas (pro rata for part time posts).
Pension:
Sydenham Garden will make a pension contribution of 6% if the employee contributes 1%.

Confidentiality:
We have a confidentiality policy which employees are required to adhere to. It should be noted that breach of this policy is a serious offence which may lead to dismissal.

Training and Development:
Sydenham Garden recognises the importance of a trained workforce in achieving its objectives. We are committed to offering staff opportunities for further development and providing appropriate training so that they can perform their jobs effectively and develop in their role. 
No Smoking Policy:
Please note that Sydenham Garden has a no smoking policy.

Travel Expenses:
Sydenham Garden will reimburse reasonable travel costs to and from interview on the production of proof of ticket purchase. 

Application procedure:
To apply send completed application form to Jennie Graham, Chief Executive, Sydenham Garden, C/o Sydenham Green Health Centre, 26 Holmshaw Close, London SE26 4TH or email info@sydenhamgarden.org.uk




Closing date for applications: 9am Friday 17th September 2010





Interviews: Monday 27th September 2010
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