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TOTNES TOWN COUNCIL & IVYBRIDGE TOWN COUNCIL
JOB DESCRIPTION – COMMUNITY FUNDRAISER 
Job Title:

Community Fundraiser 

Reports to:

Town Clerks 

Hours: 
30 hours a week, to include occasional evening and weekend working. 
Job Term:
Fixed term for 12 months
Salary:
SCP 21 – 25 (£28900 to £32020 per annum pro rata)

Job Purpose:
a) The post will primarily be to source funding opportunities and preparing applications to a range of funders in order to secure financial support for a variety of projects.
b) To prepare and submit well written applications based on information provided by Town Council staff, Councillors as well as local groups & organisations.

c) The position will involve providing support and advice to different local groups and organisations on funding opportunities relevant to their needs, assisting them with bid writing and providing them with support in other fundraising activities.
Key Duties and Responsibilities:

1.
Duties
· To develop and deliver an annual community engagement and fundraising activity plan for the Council.
· To research and identify grant and fundraising opportunities. 

· To support and facilitate fundraising activities and grant applications carried out by individuals, organisations and associations, including giving talks, attending local events and networking.

· To track and maintain an accurate timetable of acquired funding, pending applications and prospects, and to record funder interactions.
· To prepare concise reports to funders on the impact of their giving.
· To recruit participants to official organised events.
· Develop links with individuals and groups, including schools, churches, and community organisations. 
· To be a contact for community fundraising enquiries including responding to telephone calls, emails and letters, and to advise on queries relating to community fundraising. 

· To provide advice and support to community groups seeking to raise money for the good of the local community, and to utilise all fundraising techniques to encourage and motivate community fundraising.
· To deliver talks and presentations to a variety of audiences.
· To development volunteer fundraising groups in the community.
· To represent the Council at functions, fundraising events and cheque presentations when required.

· To ensure that all fundraising activity complies with best practice, the Institute of Fundraising Code of Fundraising Practice and all relevant legislation.
2.
General

· Good communication and networking skills are essential.

· Training experience would be an advantage.
· To adhere to Health and Safety legislation, Council policies and risk assessments.
· Other duties as determined by the Town Clerk.

