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BACKUP NORTH WEST 
JOB DESCRIPTION AND PERSON SPECIFICATION

	Post:
	Fundraising and Events Co-ordinator

	Hours:
	37 hours per week (the post holder will also be required to work occasional unsociable hours in evening and weekends as required)

	Salary:
	£28,681.57 increasing to £29,828.83 at the end of year 1.

	Location:
	BACKUP Head Office, Bolton

	Direct Reports:
	None

	Accountability / reports to:
	(Director) Head of Income and Partnerships


Our Vision: 
Backup North West believe no young person should experience homelessness. For the young people that do, Backup aims to be an outstanding provider of high quality, holistic housing and support services.
Our Values:

	· Commitment
	· Honesty
	· Empathy
	· Empowerment

	· Respect
	· Resilience
	· Support
	


Purpose:

The charity’s services are funded through statutory contracts and the future of this income is always uncertain. This post is therefore crucial in order to ensure that we can continue to provide ‘added value’ to our commissioned services and maximise the support we offer to our service users.
The postholder will have experience of working within an events or fundraising environment and is responsible for supporting the Director in:

· Planning and delivering all the events from planning agreed, to a high quality and achieving sales targets
· Act as an ambassador for BACKUP in the wider community

· Engage, build and maintain relationships with community organisations and community partners to maximise income and awareness of or charity.

· Increasing the charity’s income and making the organisation more sustainable across all income streams including our Social Enterprise - the coffee van.
· Identifying and seeking support from corporate and individual donors.

· Building on the fundraising that is already in place within the charity – regularly looking at ways to improve and increase support and income.

· Building upon (providing content) the Marketing Strategy for the charity – promoting its work and the need for support through social media.

Job Description

Key Responsibilities:
· Contribute to the fundraising income target, which is agreed each year by the Director. This will be done through event planning, management and delivery of the key fundraising events. The activities and events need to secure £100k income, annually.

· Carry out phone / email campaigns to secure opportunities

· Support the Director in maximising income from the charity’s Guardian Scheme.
· Speak and present about Backup in a variety of environments as required.

· Manage and deliver the charity’s on-line merchandise business.
· Manage the charity’s facility hire 
· Regularly research fundraising opportunities and report these to the Director.
· Fundraising admin including monitor invoicing and payments for events, on-line shopping and other activities and operate within the Financial Procedures, Cash Handling and other processes in place within the charity to monitor and manage spend.

· Keep abreast of relevant issues and key changes in fundraising, charity fundraising and the wider voluntary sector.

· Ensure that all fundraising activities are carried out in a manner which meets Charity Commission, Institute of Fundraising and legal requirements (i.e. compliant with all relevant legislation and the standards, policy and values of BACKUP).
· Operate within the Financial Procedures, Cash Handling and other processes in place within the charity to monitor and manage spend.
· Recruit, manage, support and supervise volunteers to assist in fundraising activities and events.

· Adhere to processes that safeguard the health, safety and well-being of individuals attending fundraising activities and events, where this falls to BACKUP.

· Maintain office, information, recording and administration systems as required.
· Attend, support and/or enable fundraising activities held for Backup by external third party fundraising. 

· Support the social Enterprise where needed

The work will include creating flyers, ticket sales, promotions, events management, securing sponsors, delivering brochures and everything required to complete any event being produced by Backup. 
Other:
· Develop effective and professional working relationships internally and externally within the community promoting a positive image of the Service and of BACKUP.

· Provide training and / or assistance to colleagues as necessary including delivering workshops.
· Be flexible in approach to work in order to meet the needs of the charity.
· Adhere to all BACKUP systems, policies and procedures.
· Support the Charity values, behaviours and ethos.
To undertake any other duties as may be requested by BACKUP, any member of the Senior Management Team or the Board of Trustees, broadly consistent with the job description and level of the post.
Person Specification

	Requirement
	How will this be 

assessed - Application Form or Interview ?
	
	Is this:

	Education / Qualifications
	
	
	Essential ?
	Desirable ?

	Minimum 5 GCSE (or equivalent) qualifications graded C or above, to include Maths and English)
	A
	
	
	

	Institute of Fundraising Certificate
	A
	
	
	

	Knowledge/ Work Experience/Skills
	
	
	 
	 

	Minimum of 2 years’ experience of working in a fundraising or event co-ordinator role; including :-)
· Produce invites/flyers

· Create and secure sponsorship

· Deal with venues and itinerary

· Secure partners

· Negotiate best value

· Dress rooms – themes events

· Arrange entertainments and speakers for events

· Organise logistics, transport, travel, catering, tickets, speakers, prizes, goody bags, entertainment, leaflet drops and more

· Sell events and tickets, promotions and advertising

· Build CRM links 
· Ability to gain items and hold a raffle 
	A
	
	
	

	Proven track record of offering successful fundraising activities / events. Some learning from unsuccessful events and reflective practice. 
	A/I
	
	
	

	Proven track record of achieving income targets.
	A
	
	
	

	Understanding of equal opportunities and anti-discriminatory working methods.
	A
	
	
	

	A good understanding of social media and the role they can play in supporting the objectives of the charity
	A / I
	
	
	

	Excellent IT Skills incl. Outlook, Word, Excel.
	A
	
	
	 

	Strong organisational and planning skills, able to prioritise.
	A
	
	
	 

	Excellent written and verbal communication skills.
	A/I
	
	
	

	Ability to complete associated administrative tasks – P&L, banking paperwork, invites, letters and so on. 
	A/I
	
	
	

	Full clean driving licence and use of a car for work purposes
	A / I
	
	
	

	Great presentation skills
	I
	
	
	

	Great links within our local community
	A/I
	
	
	

	Ability to network in various environments
	A/I
	
	
	


	Requirement
	How will this be 

assessed - Application Form or Interview ?
	
	Is this:

	Attributes (characteristics / personal qualities)
	
	
	Essential ?
	Desirable ?

	Active commitment to BACKUP’s Vision.
	A / I
	
	
	

	Active commitment to BACKUP’s Values.
	A / I
	
	
	

	Willing to attend meetings and events outside normal working hours.
	A / I
	
	
	

	High level of enthusiasm and resilience.
	I
	
	
	

	Persuasive and influential.
	A / I
	
	
	

	Ability to communicate at all levels and gain rapport with others quickly and easily.
	A / I
	
	
	

	Ability to act as ambassador for BACKUP North West, being positive and engaging with stakeholders. 
	A / I
	
	
	

	Ability to self-motivate and work on own initiative.
	A / I
	
	
	

	Able to work independently and also as part of a small team.
	A / I
	
	
	

	Excellent interpersonal skill, in particular ability to develop relationships and build trust and interest.
	A / I
	
	
	

	Excellent communication skills.
	A / I
	
	
	

	Effective time management skills.
	A
	
	
	

	Willingness to work at a ‘hands on level’.
	I
	
	
	

	Able to react quickly, positively and resourcefully to change.
	A
	
	
	

	Able to develop and generate ideas.
	A / I
	
	
	

	Willing to participate in in-service training.
	A
	
	
	


Disclosure and Barring Service Check:

An Enhanced DBS Check is needed for this role - this will be carried out by BACKUP before appointment.

Review:
The details contained in this Job Description and Person Specification reflect the content of the job at the time it was prepared. However, it is inevitable that over time the nature of individual jobs will change; existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed. Consequently, this Job Description and Person Specification will be revised from time to time and BACKUP will consult with the post holder at the appropriate time.
Version: March 2025
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