Fundraising Support Assistant
NJC Scale, Grade B/C
Responsible to: Business Manager
Responsible for: No staff responsibility

Car User Status: Occasional – will be required to drive the school minibus where postholder’s licence allows this
Job Overview:  Supporting the Business Manager in all matters relating to fundraising and income generation. Supporting the general office as and when required. 
	Duties:

	· To actively source grant providers, donors and sponsors in relation to income generation for the school

· To organise school and FoHG fundraising events, like fayres, bag packing events including marketing, publicity and actively seeking traders and promoting the events through pupils, parents, staff, the local community and beyond as appropriate
· To act as Secretary to the Friends of Heworth Grange 
· To support the Business Manager by completing drafts of grant applications for her final input and approval

· To provide admin support to the Business Manager in relation to school fundraising

· To liaise with donors and supporters in the pursuit of funds for school projects and events

· To attend school fundraising events as and when necessary

· To maintain relationships with current donors, sponsors and providers and actively seek to establish new relationships

· To liaise with the site staff to set up and cover events 

· Liaising with pupils to provide support for events 

· To arrange smaller one off events, like raffles or sales of products in school.

· To provide sickness clerical  cover to the administration manager where necessary, including reception. 
· To provide first aid cover as appropriate
· Maintain manual and computerised records/management information systems, including inputting and amending data as and when required.

· Undertake typing, word-processing and other IT based tasks

· Operate office equipment e.g. photocopier, fax, 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Such other responsibilities allocated which are appropriate to the grade of the post




Knowledge and Qualifications

Essential:

NVQ level 3 or equivalent in relevant discipline
GCSE passes (or equivalent) in English Language, Mathematics and ICT.

Proven track record of fundraising 

A good understanding of the grant application process

Excellent communication skills
Excellent IT skills, including Word, Excel, email, internet or equivalent
Flexible approach to work

Ability to work to deadlines

Desirable: 

Experience of working in a school
Experience in writing grant applications 
Experience of SIMS computerised system
A good knowledge of safeguarding and child protection procedures

