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Job Description 

[bookmark: _Int_vdv4ALJx]Job title:	Fundraising Lead

[bookmark: _Int_RhkWOIe7]Reporting to:	Head of Fundraising and Communications

[bookmark: _Int_sy4a5E4O]Contract:	Permanent

[bookmark: _Int_c9hUI4gH]Location:	48-52 Allcock Street, Birmingham B9 4DY

[bookmark: _Int_AoBsUrdO]Hours:	35 Hours

[bookmark: _Int_uR2UCeVp]Salary:	£27,385 pro rata

Overall purpose of job:
The role is to support the Head of Fundraising Volunteering and Communications to achieve the overarching fundraising strategy, maximising opportunities for income generation as well as strategic aims for SIFA Fireside.

[bookmark: _Int_sUoAaACC]As part of a small team, the post holder will be responsible for managing all supporter and donation information on the fundraising database, regularly importing payment data from a range of sources and leading on the monthly reconciliation process. The post holder will also provide data selections and reports for SIFA Fireside’s supporter mailings and campaigns. When required, they will co-ordinate and support campaigns and fundraising initiatives.

Key tasks:

1. Planning and delivering fundraising projects and campaigns, awareness events and legacy campaigns.

2. Building and maintaining excellent relationships with donors including regular Open Weeks.

3. Working with the Communications Assistant to produce assets and distribute social media content related to fundraising.

4. Supporting with managing fundraising volunteers to include Corporate Volunteer Teams and conversion to individual givers.

5. Maintaining fundraising webpages and maintaining external donation platform accounts.

6. Managing and updating fundraising resources and literature including digital, print, t-shirts, and collection tins.

7. Overseeing the recording of all payment and donor data in our CRM database Beacon, including importing donations from a range of platforms. 

8. Overseeing the processing of Gift in Kind donations, running associated campaigns and scheduling callouts for needed items.

9. Managing the storing of Gift Aid declarations, talking to donors knowledgeably about tax effective giving and submitting monthly Gift Aid submissions to HMRC via Beacon.

10. Producing and monitoring fundraising KPIs.
  
11. Acknowledging all donations, new and cancelled regular donors and external fundraisers and providing stewardship with external fundraising events and collections.

12. Monitoring the fundraising inbox and distributing supporter communications via email and MailChimp, while managing supporter contact consent and updating SIFA Fireside’s mailing list.  

13. Ensuring work is carried out in accordance with the fundraising regulator and GDPR and always working within charity legislation and best practice.

14. Providing support to the Head of Fundraising and Communications with ad hoc requests for data on finances, donors, and charity services.

15. Undertaking any other reasonable duties that may be required to support the admin team.


*This is not an exhaustive description of the job. Aspects will change over time and the job holder is expected to contribute to its development and progression.




Working conditions:

1. The Fundraising Officer post will be based at 48-52 Allcock Street, Digbeth, Birmingham B9 4DY, however there can be some flexibility dependent on the weekly schedule and agreement with your line manager.
 
2. Further employment information is contained in the Staff Handbook.

3. [bookmark: _Int_D1KgpWe9]There may at times be a requirement to travel as part of the role and reasonable travel expenses will be paid.
 
4. Due to the nature of the work, you may be required to work outside of office hours, this may include occasional evenings, weekends, and bank holidays. 


Who are we?

We are SIFA Fireside, the support centre for any adult in Birmingham that faces homelessness. For 40 years we have supported Birmingham’s most vulnerable people through several services including Crisis, Prevention and Recovery. 

Alongside meeting primary needs such as food, showers, and clothing, we provide a gateway to appropriate services such as our Homeless Transition Service, which helps people with support needs move from homelessness into accommodation, and the Adult Support Hub, which focuses on supporting vulnerable adults to maintain their accommodation and wellbeing.

SIFA Fireside is a value-driven organisation, and it is essential that you can demonstrate your alignment with our values of courageous, supportive, dynamic, and inclusive.

SIFA Fireside is committed to ensuring its staff team is reflective of the community we support. We strive to address diversification through new initiatives such as our Employee Voice and our Equality, Diversity and Inclusion staff working group. We are also committed to providing Unconscious Bias and Equality, Diversity and Inclusivity training to all staff.

For an informal discussion regarding this role please contact Robb Sheppard on 0121 766 1700 or email robbsheppard@sifafireside.co.uk. 

To apply please download and complete the application form below. Completed applications forms should be emailed to recruitment@sifafireside.co.uk


Deadline: Monday 24th November 9am
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