Funds Co-ordinator (Outreach)
Job Title: 

Funds Co-ordinator (Outreach)

Overall Purpose of Job:

To support the Board, CEO and team to carry out systems by which Leicestershire and Rutland Community Foundation connects donors with charity, voluntary and community groups.

Reports To:

CEO
Hours of work: 

19 hours per week (with the possibility, but not guarantee, of increased hours in the future, should further funding become available)
Salary Scale: 

£14,500 – £15,392 pro rata dependent on experience

Duties

1. Operating, maintaining and contributing to the systems by which the Foundation connects donors with charity, voluntary and community groups

2. Day-to-day IT and paper administration to  ensure the smooth running of all systems, including data entry; filing, organisation of internal and external paper and electronic information; ensuring that the Foundation’s records are clear and accessible for reporting, marketing, donor liaison and other purposes; and maximising use of the Foundation’s DIGITS database in order to present groups to donors

3. Helping to ensure an up-to-date and representative “map” of local charitable, voluntary and community groups, gathering profiles, checking profiles are eligible and complete; assessment and chasing information where required.

4. Proactive outreach to groups where required to connect them to the Community Foundation and its donors: identifying and if necessary meeting groups, representing the Community Foundation at  some funding fairs and voluntary networks where relevant;  briefly signposting groups to more appropriate support when necessary.
5. Responding quickly to donor requests via the Business Engagement Executive or CEO to provide from our database charitable, voluntary and community groups which match donor concerns: collating and presenting information for donors as requested.
6. Helping to distribute grant programmes that we manage: promoting funds like Comic Relief, checking applications are eligible and complete; chasing information where required, carrying out assessments, servicing grants panels. 
7. Acting as a key contact for advisory panel members, maintaining relationships across a  number of local community people  
8. Visiting groups to monitor spend of grants and donations, completing brief monitoring and photography where possible. Capturing suitable case studies, for marketing and reporting purposes.   

9. Communication in person, on the phone and in writing: representing the Foundation courteously, consistently and clearly in external communications; helping to build and maintain consistent local presence and understanding of the Community Foundation’s remit.
10. Some support for event management: identifying possible charitable/voluntary groups speakers/attendees, managing guest lists, and welcoming guests.
11. Teamwork: working adaptably, constructively and courteously, often to challenging timescales, with the CEO, staff, volunteers, and Board. 
12. Any other reasonable duties as required by the CEO.
Person Specification

Essential

1. Strong and personable communication skills: able to engage with a wide range of people and represent the Foundation positively

2. The ability to understand the work of the Foundation and work to its aims
3. A high level of confidence and ability with IT and administration including databases, spreadsheets and document management. You will need to immediately learn the database system DIGITS, and work with it on a daily basis.
4. Able to manage time and tasks: you will be working across Leicester, Leicestershire and Rutland, and  in a part time role
5.  Ability to remain “on message” when meeting groups, managing expectations and signposting them to more relevant organisations where necessary (this is not a community development role): 
6. Ability to drive and consistent access to a car: a proportion of the role will involve meeting groups and charities across Leicestershire and Rutland.

7. Attention to detail combined with the ability to work quickly in a busy team.
8. Flexibility to cope with a range of work tasks, some of which are very routine and others which may be new and challenging
9. An interest in voluntary and charity groups and challenges they face.

10. Ability to work effectively with people from a range of ethnic, social, gender, age, religious, disability and sexual orientation backgrounds

11. Educated to at least A Level or equivalent with good passes in GCSE English and Maths, fluent in English and very capable with IT

12. Ability to take useable photographs/use a basic camera
Desirables
· A degree in a related subject
· An understanding of the voluntary sector, its activities and challenges both locally and nationally

· Experience of working with a customer focus or in a face-to-face role

· Experience of systems such as DIGITS or GIFTS
· Ability to take mini films of groups. 
.
