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Job Description & Person Specification 
Job Title: Fundraising Assistant & Volunteer Coordinator (32 hours per week) 
Department: Cheshire or Manchester Dogs Home  
Reports to: CEO, Head of Admin, Assistant Home Managers  
General Description of the Post: 
[bookmark: _GoBack]To handle communications with public, supporters, and clients through the website, email and telephone for both the dogs home and Farewells. To play an active part in the dogs home team Support the Dogs Home mission by developing and delivering fundraising initiatives while recruiting, coordinating, and supporting volunteers. The postholder will build strong relationships with supporters, donors, local businesses, and volunteers to help generate income and ensure the smooth operation of the rescue centre.

	Key Responsibilities: 

	Admin

	· Dealing with queries by telephone, email and letter in a professional manner, including dealing with calls in relation to Farewells. 

	· Assisting the Home Manager and CEO with all admin.

	· Develop and establish relations with other Charities, agencies, volunteers and staff.

	· To multitask and help in our reception

	· To attend meetings and training courses as requested

	· To play an active part in the management of the volunteer team including paperwork, training and day to day attendance.

	· Efficient recording, filing and retrieval of all administrative records such as invoices, petty cash, gift aid and so on 



	Volunteers

	· Recruit, interview, and onboard new volunteers.

	· Deliver volunteer inductions and ongoing training.

	· Provide day-to-day supervision, guidance, and support

	· Match volunteers to suitable roles based on skills and availability.

	· To plan activity days with the Corporate Volunteers 

	· Ensure the volunteer rota is kept up to date with regular volunteers

	· Prepare volunteer rotas where required.

	· Recognise and celebrate volunteer contributions through appreciation events and communications.

	· Maintain volunteer records and ensure compliance with safeguarding, health and safety, and organisational policies.

	· 



	Fundraising

	· Organise fundraising events, campaigns, and community activities

	· Build relationships with individual donors, corporate sponsors, trusts, and local businesses.

	· Coordinate online fundraising campaigns and support social media fundraising initiatives.

	· Encourage regular giving, legacy donations, and sponsorship opportunities.

	· Maintain accurate donor records in accordance with data protection regulations.

	· Monitor fundraising performance and prepare reports for management and trustees.

	· Research and apply for grants and funding opportunities.

	· Represent the rescue centre at local events, fairs, schools, and community groups.

	· Build partnerships with local organisations, veterinary practices, and businesses.

	· Assist with marketing and communications, including newsletters, website updates, and social media content.

	· Promote responsible dog ownership and the work of the rescue centre.



	Other 

	· In emergency situations to help with Kennel duties if required 

	· Assist the Adoptions team with Home Visits 

	· Assist with IT related issues throughout them home if required 

	· Assisting booking in animals for Farewells when the crematorium technicians are unavailable. 

	· To undertake any other reasonable Management instruction



Person Specification: 
	Experience: 
	Essential
	Desirable

	Experience of using a variety of Social Media applications and managing posts, comments and messages 
	X 
	

	Full UK Driving Licence (Inc. Category B) 
	X
	

	Experience working in a dynamic fast-paced environment 
	
	X 

	Experience using Microsoft Office and database systems
	X
	

	Strong organisational and time management abilities.
	X
	

	Understanding of Gift Aid and charity fundraising regulations
	
	X

	Experience organising and attending a variety of events 
	
	X 





Signed: 								Date: 

Signed: 								Date: 
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