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Job Description

	Job title:
	Casual Fundraiser

	Department:
	Advancement Office

	Salary:
	£14.12 per hour (CW2 Spine Point 8)

	Responsible to:
	Regular Giving Officer, Integrated Fundraising  

	Responsible for:
	N/A

	Location:
	Working from Home




	Purpose of the job:

	
The Advancement Office is responsible for engaging alumni and supporters and raising philanthropic funds to support key University objectives.

The Casual Fundraiser role will involve working as a caller on a major fundraising campaign called the Telethon, which runs over a four-week period.

Working from home, you will be required to attend both days of an online training weekend before completing three shifts each week (two during the week, one on Saturday or Sunday). You’ll work approximately 11-12 hours a week earning almost £700 over the duration of the campaign.

Representing the University, you will convey a positive impression of the University and your primary focus will be seeking financial support for the Alumni Fund in the form of new or increased regular gifts (direct debits) as well as, in some cases, one-off donations. 





	Duties and Responsibilities:

	
Training
· Full attendance and active participation in both days of the online training weekend taking place on Saturday 8 and Sunday 9 November from 9am – 4pm.

Work environment
· Ensure you have the necessary working equipment (Laptop/PC, Smart phone, headphones (if used) and an appropriate home-based workspace that is suitable for making calls to our alumni ie quiet, comfortable and free from interruption. 

Shifts
· Complete three shifts each week; two on a weeknight and one on either Saturday or Sunday. One of your weekly shifts must be at the weekend.
· Shifts are held every evening (except Thursday) and both days at the weekend.
· Evenings 18-15 – 2100 (on occasion you will be required to work up to 2130 at the latest if a call starts before 2100 and runs on) (2.75 hrs)
· Saturday 0945 – 1230 (1 hour unpaid lunch break) / 1330 – 1700 (6.25 hrs)
· Sunday 1345 – 1700 (1 hour break) 1800 – 2000 (5.25 hrs)

Conduct

· Work to achieve campaign fundraising and calling targets 
· Demonstrate an enthusiastic, responsible and committed attitude towards the role and the team
· Professionally represent the University and handle each phone call with courtesy, tact and sensitivity
· Accurately record information, including financial, provided by alumni
· Record short videos as a thank you at the end of calls, as follow-ups or as messages to alumni we don’t reach on the phone
· Submit timesheets weekly for regular processing  

Confidentiality

· Treat all the information you receive eg alumni personal details, with care, maintain accuracy and ensure confidentiality is maintained (you will be required to sign and adhere to the University’s data security policy) 






Person Specification

	Experience and Knowledge
	Essential
	Desirable

	Relevant previous work experience and/or a charitable fundraising organisation
	
	




	Skills
	Essential
	Desirable

	Excellent written and spoken English
	
	

	Strong attention to detail and accuracy
	
	

	Excellent written and verbal communication skills
	
	

	Excellent interpersonal and influencing skills – able to engage professionally and effectively with people at all levels 
	
	

	Excellent IT skills, proficient in Microsoft Office and database software
	
	

	Ability to work autonomously and as a member of the team
	
	

	Good general knowledge of the University and a willingness to learn more
	
	




	Attributes
	Essential
	Desirable

	Proactive, professional and positive approach
	
	

	Reliable, hardworking and dedicated
	
	

	Ability to maintain confidentiality and act with tact and discretion when dealing with sensitive matters 
	
	

	Capable of remaining calm and effective under pressure
	
	

	Ability to manage university workload and job commitments
	
	



Pay and Benefits

· Hourly pay is £14.12 per hour (includes holiday pay £1.52)
· Salary is paid monthly in arrears (payday 25th of the month)
· You’ll need to provide a National Insurance number to ensure you are taxed correctly but this is not a requirement to apply or work.
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