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AY Group is currently hiring Fundraising Intern for its community service organisation. Please see below to find the detailed information regarding the roles mentioned above. With increasing Knife crime, AY Group has started selling First Aid Courses to train the people to stay safe. Please revert us if the above-mentioned opportunity excites you. However, through this noble job, you will get a chance to give something back to the society and grow professionally. Our society needs your hearty support. Please come and join us to this noble venture.

Volunteering Role
[bookmark: _GoBack]
Post Title:                              Fundraising Intern 
 
Department:                          Fundraising 
 	 
Contract:                               12 months fixed term/2 weeks’ notice must be given 	 
Hours:                                    Part-Time
 
Location:                               London Office 
 
Responsible to:                    CEO (Danny Barnes) 

 
PRINCIPAL DUTIES: 
 
To administer and contribute to the development of the organisation’s external communications activities, including social media and web content and assist the Senior Management and Development Team to generate funding from Government, companies and individuals. 	 


MAIN DUTIES: 

· Conduct research on potential funding opportunities.
· Organise and help with traditional fundraising activities such as sponsored or promotional events, raffles, and business-to-business and street collections.
· Recruit and coordinate the work of volunteers during organised events.


· Approach individuals, schools, universities, local authorities, shops and commercial organisations for sponsorship and donations. 
· Develop new fundraising ideas and events. 
· Work with mass media to promote events.
· Recruit volunteers for events.
· Create reports related to organisation’s activities.
· Assist in preparing funding proposals and reports. 
· Assist in managing relationships and communications with individuals, corporate and government bodies. 
· Maintain and update fundraising databases. 
· Carrying out administrative tasks including maintaining and updating reporting schedules. 
· Write, edit and proofread engaging content in a variety of media, including digital.  
· Ensure the company’s digital fundraising communications are up to date, relevant and engaging. 
· Support the daily management of the company’s website and social networking, including updating courses and news stories and building relationships with our followers.
· Assist with general Public Relations (PR) for the company. 
OTHER DUTIES: 
· To attend staff meetings and training where necessary. 
· Adhere to the Health and Safety at work legislation, customer care and company’s policies and procedures. 
· To promote the company’s Equal Opportunities policies compatible with the duties of the post. 
· To carry out any other duties commensurate with the post of Fundraising Intern

































PERSON SPECIFICATION 
 
DIRECTORATE: 	Teaching & Learning  
 
POST TITLE:                                Fundraising Intern 
 
	 
	 
	E 
	D 

	Formal 
Qualification 
	Any degree is acceptable for entry into the profession but relevant skills and work experience are more valued.

Some qualifications may be particularly helpful such as finance, business studies, management, marketing and/or public relations.

	
 
	

 


 

	Knowledge 
	Knowledge of Apprenticeships and NVQ/QCFs framework. And knowledge of teaching/assessment procedures. 
	

	

 
 

	Experience 
	1. Excellent working knowledge and comprehension of written English, including grammar. 
2. Demonstrative proficiency in the use of Microsoft Office including PowerPoint, Excel and Word, and Social Networking sites (advanced).
3. Demonstrative proficiency in the use of Adobe Creative Cloud software, including Photoshop (Intermediate).
4. Research experience.
	







	








	Skills 
	Good communication skills, to be able to handle in a confident and professional manner, all types of telephone/face to face contact. 
Good organisation and administration skills
Good Presentation skills 
Ability to prioritise workload. 
Ability to problem solve. 
Ability to use own initiative. 
Excellent IT Skills including on social networking sites such as Facebook, Twitter, Instagram and the likes. 
	








	 
 
 
 
 
 
 
 
 

	Other Specific 
Qualities 
	Ability to maintain confidentiality. 
Demonstrable commitment to equality of opportunity for all. 
Ability to work flexibly to respond to changing priorities. Enthusiastic. 
	




	 

	Personality 
Motivation 
	Able to work as part of a team. 
Committed to high standards. 
Committed to supporting students. 
Committed and resilient.
Enthusiastic and friendly.
Reliable and organised.
Open minded and respectful.
	






	 

	Physical 
Requirements 
	 Fit and able to carry out the duties of the post. 
 
	
 
	 

	Circumstances 
	Able to work outside normal hours as may be required to work evenings and weekends. 
Able to travel. 
Driving License and ability to drive.
Foreign language skills. 
Work placements must be 16 years or over.
Must be able to provide a clean DBS.

	






	





 


 
E = Essential   D = Desirable 
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