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JOB DESCRIPTION

DESIGNATION

Fundraising Volunteer / Internship
SALARY:


N/A
HOURS:


tbc 

DURATION


Internship / volunteer
Supervised by:

Operations and Fundraising Manager
Works with


All other staff





Transform Board Members





Volunteers

LOCATION


Bristol

MAIN DUTIES:

The post holder will work closely with other staff and in particular with the Operations and Fundraising Manager
1. Fundraising

1.0
Assist with research into new charitable trusts and individuals to approach

1.2 
Regularly update the fundraising spreadsheets/ database and fundraising strategy 

1.3 
Assist with drafting applications to potential trusts and individuals
1.4 
Input into communications with existing funders including writing to acknowledge receipt of donations and report on Transform’s progress
1.5 
Assist with developing and promoting a new online fundraising strategy 
1.6
Help to co-ordinate the distribution of major reports to funders including drafting up mailing lists to ensure wide circulation among target audiences
1.7
Expand and develop Transform’s range of contacts and information by reading and collating journals, articles, newsletters and websites etc
2.0
Communications

2.1
Contribute to maintaining and developing Transform’s websites and other internet projects
2.2
Receive and respond to calls, letters and emails as appropriate
3.0
Team Work and Volunteers

3.1
Actively participate as a member of the staff team

3.2
Attend and contribute to relevant meetings

4.0
Problem Solving and Impact

4.1
Liaise with colleagues where appropriate; ensuring relevant information is shared 

4.2
Develop the required skills and participate in appropriate training
5.0
General Responsibilities

5.1
Adhere to Transform’s Equal Opportunity Policy

5.2
Work in accordance with the Data Protection Act

5.3
Be responsible for your own and colleagues health and safety and to work in accordance with Transform’s Health and Safety Policy.

5.4
Adhere to other relevant policies and carry out duties in accordance with Transform’s mission

5.5
Undertake any other reasonable duties as required
