




JOB DESCRIPTION

‘Happy to talk about Flexible Working’

	Job Title:	
	Donations and Supporter Income Administrator

	Department:	
	Finance

	Band:	
	H

	Reports to:		
	Supporter Experience and Finance Processing Officer Manager

	Responsible for:	
	N/A

	DBS Required
	Basic



Job Purpose

	The post holder is a member of the Finance team within the Fundraising and Finance departments. This team is responsible for the accurate processing, recording, and reconciliation of all donations received by the Hospice, from banking through to entry onto the donor database.

A high level of accuracy and attention to detail is essential to ensure all income and supporter data is recorded appropriately and in line with Hospice policies.

The role also plays an important part in delivering a high-quality supporter journey by ensuring donations are processed in a timely and accurate manner, and that supporter information is maintained to a consistently high standard.

In addition, the post holder will provide flexible operational support across the wider team, which will include occasional cover at the Erdington site and Supporter Experience duties during periods of annual leave, sickness, and peak operational demand.
On-site working only 4 days per week (30 hours) 7.5 hours per day 




Main Duties and Responsibilities 

	· Accurate maintenance of information systems relating to donors, contacts, activities and events, including gift aid recording.
· To assist the opening of post, sorting and coding donations received in compliance with procedures. 
· To ensure that donations are consistently coded and recorded on donorflex, in accordance with the Hospice's data policy.
· To ensure all supporter information on acknowledgment correspondence is accurate and produced within the teams established SLA.
· To assist in the preparation of all cash for banking
· Participation in and contribution to the routine activities of the finance and fundraising departments and supporting the administration of high volume fundraising activities and campaigns.
· Responsibility for collecting box management using the database, counting and recording income, and liaising with other departments involved in issuing and collecting boxes.
· Liaise with and coordinate the work of Finance Processing volunteers to ensure their time and skills are maximised.
· Constructive participation in team meetings and helping to implement action plans developed in these forums.
· Provision of administrative and clerical support as required for colleagues and handling telephone enquiries in their absence.
· Liaison with other Hospice staff and volunteers as the needs of the role require.
· Working with other members of the Finance and Fundraising team in a mutually supportive manner.







General Duties 

	Confidentiality 
· All employees are required to uphold the confidentiality of all information records in whatever format, encountered in the course of employment and after it.  
· All employees are bound by the requirements of the General Data Protection Regulations when, in the course of their employment, they deal with information records relating to individuals

Equality and Diversity 
· The Hospice is committed to promoting an environment that values diversity. All staff are responsible for ensuring that they treat individuals equally and fairly and do not discriminate on the grounds of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex and sexual orientation.  The Hospice expects all staff to behave in a way which recognises and respects diversity in line with the appropriate standards.

Health and Safety
· All employees have a responsibility under the terms of the Health and Safety at Work Act1974 to protect and promote their own health and that of others in the workplace
· All employees must comply with all Hospice Health and Safety Procedures 

Infection Control 
· The prevention and control of infection is the responsibility of everyone who is employed by the Hospice. Employees must be aware of infection control policies, procedures and the importance of protecting themselves and their clients in maintaining a clean and healthy environment.
Information Governance 
· All employees are responsible for ensuring they undertake any training relating to information governance, read the Hospice’s policies, procedures and guidance documents relating to information governance, and understanding how this affects them in their role.  

Professional Development 
· All employees must participate in an annual appraisal and develop a personal development plan with their Line Manager
· All employees are responsible for maintaining their statutory and mandatory training.

Safeguarding Children, Young People and Vulnerable Adults
· The Hospice is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  All employees and volunteers are therefore expected to behave in such a way that supports this commitment.




The job description is not exhaustive and may be amended following appropriate consultation in the light of business needs
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PERSON SPECIFICATION

	Job Title:	
	Donations and Supporter Income Administrator

	Department:	
	Finance 

	Hospice Band:	
	Band H



	Requirements 
	Essential 
	Desirable 
	How identified


	Education and Qualifications

	· Good standard of education
	· 


	A & C

	Knowledge and Experience


	· Working with general public/customers
· Data inputting experience
· Experience of working with office systems 

	· Demonstrable recent office experience, as part of team

	A & I

	Personal skills and attributes





	· IT skills
· Written and verbal communication skills
· Numeracy 
· Good telephone manner
· Team worker
· Ability to organise and monitor work of volunteers in team 
· Methodical approach with good organisational skills 

	· Use of CRM databases, namely Donorflex
· Use of Microsoft Office software 

	A & I



A= Application form                      I=Interview                           T=Test                     C=Certificate
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