
[image: image1.png]r
Thomley

A place for people of all
abilities and disabilities




	Job Title
	Fundraising Marketing Officer 

	Reports to
	Head of Fundraising

	Mentors
	

	Business Function
	Fundraising 

	Business Operation
	Thomley (Registered as Thomley Hall Centre)

	Location
	Worminghall

	Number of direct reports
	None

	Hours of Work
	24 hrs per week, generally Mon – Fri

	Contract
	Permanent 


Purpose of the Centre:

· Improve the self-esteem, happiness and quality of life of disabled people, their families and friends, by offering healthy and purposeful activities enabling them to play, learn, socialize and work.

· Provide opportunities for the whole family to spend quality time together, giving the parents and carers of disabled people a chance to meet and to access information and support.

· Make the lives of disabled people and their families easier through disability awareness and involvement of the wider public, demonstrating practical examples for support and inclusion. 
Purpose of the role: 
· To produce and deliver the fundraising marketing and communication strategy for the charity utilising various media channels including the website, facebook, twitter, supporter newsletters, local press and radio

· To design, copywrite and prepare fundraising marketing and promotional materials eg flyers, leaflets, press releases, video content and brochures, for the various initiatives that are organised throughout the year.

· To be the focal point with design/advertising agencies in producing promotional material
· To develop a set of core messages, on an ongoing basis, to be communicated across all touchpoints
· To Identify and securing local opportunities to promote the charity, thereby raising its profile
· To support the Head of Fundraising and Trusts Manager in ensuring major supporters are valued, updated and continue to support Thomley
· To provide support and input into the running of the fundraising teams events and activities programme. 

Essence of the role:
The essence of the role is to:

· Develop and implement the fundraising marketing and communications strategy to support the development of existing supporters, attract new supporters and inform everyone about Thomley fundraising activities

· Take ownership of marketing materials, communications channels and messaging

· Assist in the running of all fundraising events and activities programmes.
· Provide accurate and effective administration support to the fundraising team so they can achieve their objective to secure sufficient funding to meet the requirements of the charity.
· Make sure all fundraising information is recorded and maintained on the CRM database.
Essential Skills and Knowledge for the role
Overview
This role requires:

· Good organisational skills.
· Good verbal, presentational and written communication skills.
· Experience of using a CRM database.

· Experience of using social media platforms, specifically Facebook and Twitter.
· Experience of marketing techniques both in the offline and online world.
· Experience of writing copy and preparing marketing leaflets and brochures

Also required are the following:

· ICT skills with a specific focus on Microsoft Office products. 
· Working as part of a team.
· Ability to work to short deadlines
· Ability to self-manage own workload
Accountabilities and Responsibilities
Key Accountabilities

Making sure:

· Fundraising marketing and communication strategy is delivered. 
· Fundraising marketing materials eg brochures and flyers are designed and produced on time

· Mange the relationship with external design/ advertising agencies

· Core fundraising messaging is developed and communicated
· Internal and external communication is clear, accurate and timely. 
· Harlequin database is up to date and used as intended.
· Fundraising events and activities are supported as required.

Key Responsibilities
· Fundraising marketing and communications are effective and targeted

· Marketing collateral is produced on time and effective for purpose

· Maintain accuracy of Harlequin database.
	Thomley Hall Centre

	Person Specification

	Behaviour / Values
	Technical / Professional Expertise

	Thomley

Thomley improves the self-esteem, happiness and quality of life of disabled people, their families and friends, by offering healthy and purposeful activities enabling them to play, learn, socialise and work
Responsive – Rely On Us  

Our staff respond to our visitors  requests quickly and efficiently encompassing their needs and ideas
Always remember - If we don’t look after our visitors, someone else will.
Under one roof 
Our staff work with our visitors to ensure that we offer a complete package within a safe, fun and supportive environment.  
Simple 
Our staff make life easy for our visitors at all points of contact within the organisation. 
Trustworthy 
Our people always support families, and other visitors in any way possible. 
Our people represent a customer’s brand as if it was our own, always treating visitors, as we would like to be treated. The reputation of Thomley is in the hands of every individual within the organization.

	Essential

· NVQ II or equivalent. 
· Competent at using ICT skills with Microsoft office products. 
· Experience at using a CRM database.
· Working at part of a team. 
· Good verbal and written communication skills.
· Able to self-manage own workload.

· Deliver key, compelling and accurate messages through social media platforms. 

· Clear DBS check.
Desirable

· Experience of involvement with disabled people.

· Experience of writing reports.
· Direct fundraising experience. 
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