JOB PROFILE


DEPARTMENT/LOCATION:

Oakwood Dog Rescue


JOB TITLE:



Local Fundraising Supervisor
GRADE:  Minimum wage
DATE LAST REVIEWED:
     






February 2017

1 MAIN PURPOSE OF JOB 


To raise money locally to help sustain and grow Oakwood Dog Rescue in line with the companies vision by working with colleagues from all areas of the charity and volunteers.  You will be responsible for all street collections and fundraising events (including car-boots, tombola’s etc.) in aid of Oakwood Dog Rescue throughout Hull and East Riding.  You will actively pursue new locations/sites and partners whilst continuing to maintain and nurture relationships with our existing partners and raising awareness of Oakwood Dog Rescue throughout the local area.

2 PRINCIPAL ACCOUNTABILITIES

· Collections/Events/Car boots
· To establish locations for street collections for at least 3 full days each week  

· To attend 1 event per month 

· To gain approval from appropriate bodies to collect in the locations established
· To collect and log monies on behalf of Oakwood Dog Rescue

· To man the collection points/events to ensure collections are carried out

· To maintain the integrity and security of the collection buckets and deliver to the centre on completion of each collection day
· Liaise with staff across all areas of the business to ensure each collection/event is fully supported and manned as required
· Ability to determine the profitability of each collection/event with a view to withdrawing from the site or event going forward or alternatively ensuring the rebooking of the location as permitted
· Volunteers

· To actively recruit volunteers to support the collections/events
· Assist with training and induction of new staff by giving on the job training and coaching
· To oversee the development and motivation of volunteers who can assist with different aspects of fundraising, including fundraising committees 
· To coordinate and support the volunteers to maximise revenue collected
· Ensure volunteers remain professional at all times and are aware they are representing and promoting a charity and brand and are the public face of Oakwood Dog Rescue
· Ensure they are compatible with type of collection we are asking them to attend
· Ensure adherence to risk assessments and health and safety policies of both Oakwood Dog Rescue and the site concerned

· Ensure anyone collecting on behalf of Oakwood Dog Rescue adheres to any on site policy and is professional at all times
· Promotion and Awareness
· To promote the rescue in a positive way to the general public and service users
· To undertake marketing activities as required by the rescue from attending fairs or shows to promote the rescue to distributing flyers across the city
· Targets & Reporting 

· All weekly reporting requirements to be passed to the Customer Service Manager by close Sunday
· Ensure the target board is updated weekly showing the progress against the month and yearly target

· Update colleagues on the progress against target at any suitable gathering of the teams

· Liaise with colleagues for thoughts and suggestions on how we attain the target 

· Understand the reasons why we are not on target if the situation arises 

· Be aware of and highlight the Top 10 collection events/locations in the year 

· To undertake administrative duties as required such as making resource packs, contacting customers, typing letters etc.

· To attend any training courses as required by the Director

· To undertake other role related or ad-hoc tasks as required

JOB PROFILE (continued)

3 KEY PERFORMANCE INDICATORS

· Number of collecting days carried out each week – a minimum of 3 days weekly 10-4pm
· Minimum of 1 event to be carried out each month 

· £ collected each week - £1500 weekly revenue target
· Number of volunteers on each collection – at least 2 volunteers on each collecting day
· Number of collection boxes out in the community
· Secure 1 new box location per month  


4 KNOWLEDGE AND SKILLS

Essential

· Communication skills – to confidently liaise effectively with the public/staff at all levels
· Driven by customers – to ensure a first class service is delivered to customers
· Telephone Skills – to be able to communicate and build rapport quickly with customers over the phone
· Building Relationships – be able to establish and build relationships to secure regular collection points throughout the year at all levels
· Planning and Organising – to ensure there are at least 3 collection days booked in each week
· Negotiation skills – have the ability to encourage people to donate money, time, goods or services to our cause
· Ability to work from own initiative to ensure collections are as successful as possible, revenue is maximised and volunteers are engaged
· Sales and Marketing – to promote the services of the rescue to ensure its continued success

· Practical Animal Handling – to have some experience of animal handling

· Friendly personality

· Must be punctual, dependable, completely reliable, responsible, with the ability to work independently with no supervision
· Flexible and able to cover for other staff as needed in other areas of the charity
· Professional attitude and appearance
· A strong work ethic
· Compassion for animals and their welfare
· You must be able to maintain a consistent schedule everyday 

I have read the above job description and will advise of any training/support I require for undertaking the role to a satisfactory level.

Name:
Signed:
Dated:
