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Children with Cancer UK

Job Profile
Job title:

Sports Events and Community Fundraising Assistant 
Salary:

£18,000-£23,000 (depending on experience)  
Reporting to:

Sports Events and Community Fundraising Manager

Purpose of role:
To assist the Sports Events and Community Fundraising team in looking after a large portfolio of activities for Children with Cancer UK. 
Children with Cancer UK:
Children with Cancer UK, actively raise and invest money for vital specialist research to save the lives of every child with cancer and keep their family together. 
About the role:
The role requires and an individual who is confident, articulate and well organised. Someone who thrives on a challenge and has a methodical approach to their work. The role would ideally suit someone at the beginning of their career who is interested in in Fundraising, particularly within Sports and Community.  

More detail on specific duties are overleaf.
Experience and skills
	
	Essential 
	Desirable

	Skills / Ability


	· Articulate and literate to a high level

· Good customer service skills and an ability to work with a variety of stakeholders, including fundraisers, committee members, celebrity supporters and Trustees

· Excellent organisational skills

· Ability to prioritise and multi-task

· A keen eye for detail


	· Experience of dealing with charity supporters

· Knowledge of UK Sports Events

· Knowledge of community fundraising


· Experience working with the database Raisers Edge

	Knowledge
	· A proven interest in the charity sector and specifically working within events.


	· Experience of helping to organise mass-participation events 

	Qualifications


	· Degree or equivalent level of education


	

	Disposition / Personal qualities


	· Enthusiastic, confident, sociable, resilient

· A self starter who can plan their own diary and seize the initiative

· Creative and innovative

· Good team player

· Ability to work under pressure and to deadlines


	


Other information

The post requires a certain amount of evening and weekend work and the post holder is expected to attend events as and when required – events could be in London or over several days throughout the UK or abroad. All members of the Sports Events and Community Fundraising Team will be required to work over the London Marathon week and weekend. The charity operates a time off in lieu system to make this time up. 

 Key Responsibilities: 


To log all information on prospective participants accurately 

To answer courteously any calls from participants and prospective participants.

To deal promptly with enquiries, both over the telephone and in writing.

To ensure mailings and post are dispatched effectively on a daily basis.

To ensure that participants have all the support and training materials necessary.

To monitor all stock and materials and ensuring adequate stocks are always held and available.

To assist in the banking all monies received and thanking of sponsors.

To assist with the organisation of the team’s presence on actual event days and attend as required.

To manage fundraising activities on Raiser’s Edge.

To maintain a comprehensive and up to date filing system

To ensure that data relating to participants and prospective participants is kept up-to-date and accessible to other members of the team

To assist in keeping up-to date income and expenditure records where required 

To maintain awareness of event statistics in terms of enquirers, participants and income

To project manage small races, where necessary and as defined and agreed with the Manager

Assist with the registering of participants for all events supported by the Charity, where necessary and as defined by the Manager

To maintain an excellent relationship with individual supporters

To help proof read all materials to ensure 100% accuracy

Assist the rest of the team in recruitment for other major running events

Any other reasonable duties as directed by the Sports Events Manager
Closing date: 19th April 2018
Interviews likely to take place w/b 22nd April 2018
