Thank you for the interest you have shown in the post of Fundraiser to cover Maternity leave.  This is a temporary appointment for up to 12 months or until the post holder returns to duty, whichever is the earlier.  The post covers the East of the Bluebell Wood catchment area, to include Thorne, Doncaster, Worksop, Retford, Gainsborough and Ollerton.  This is a full time post of 37.5 hours per week. Because of the nature of the role it is likely that some of these hours will be evenings and weekends.  The office base for this post is at the hospice in North Anston, though you will be required to travel around the area as the job demands.
Bluebell Wood Children’s Hospice opened in September 2008, though we have been working with families in the community since 2006.  We give care and support to children who will not reach adulthood.  This can involve end of life care, but a lot of our work is about symptom control and making the child and their families lives as positive as possible.  We offer an average of 2 weeks planned respite on an annual basis, plus emergency and end of life care and bereavement support.  The hospice can accommodate 8 children at any one time, and their families can stay at the hospice at the same time.  We are currently working with around 100 children. 

We are looking for someone to work as part of our dynamic fundraising team of five people. The ideal candidate will be an exceptional public speaker and networker.  You will have great local connections across Derbyshire and the ability to generate more.  We are looking for someone who can take the initiative, advise on new opportunities, and bring a practical approach to their work.  You will report to the Head of Fundraising and will have a high level of autonomy whilst working within a team environment.  The nature of the job means that the role will be very varied and the successful candidate will be expected to work evenings and weekends.  Most of your time will be spent with groups of volunteers, passionate individuals and third sector organisations such as schools, church groups, rotary clubs etc.  We will also be expecting you to set up voluntary support groups in the region who will be able to do a lot of “on the ground” campaigning and event management on your behalf.

The role will suit a dynamic, independent, flexible person who likes people and networking.  You will need to have a passion for the work we do at the Hospice as you will need to enthuse others.

Timescales:

Deadline for your application is 2pm on Friday 24th September 2010.

Shortlisted candidates will be notified by email by Thursday 30th September.

Interviews will take place on Tuesday 12th October.

To apply, please complete the application form below in as much detail as you can and email it back to Kathryn.worth@bluebellwood.org.  Title your email: “Doncaster area fundraiser application”.  

Remember that this is the only information we judge you on, so please answer as fully as possible.  We will not be accepting C.V.s or applications that are not on our forms.  Please do not send in additional information as we will not be able to consider this.

If you have further questions please contact Gail via the above email. 

Yours sincerely

SARAH CHAMPION

Chief Executive.

Role of Fundraiser

Responsible to:                  Head of Fundraising
Responsible for:
Volunteers
Hours of work: 
37.5 hours per week.  This will include weekend and evenings. 
Salary Scale:
£20,000 - £25,000
Main purpose:       
To work with the existing Community team to identify new opportunities and work with existing supporters to raise funds and awareness for Bluebell Wood, focusing on the area which incorporates Doncaster, Worksop & Retford.
Key Responsibilities:

· To be responsible for a specific geographical area including Thorne, Doncaster, Worksop, Retford, and Ollerton to promote and manage Community & Small Business Fundraising  
· To represent Bluebell Wood at all levels and to increase the profile of the charity

· To identify individuals, groups and small companies who wish to become more involved with Bluebell Wood, and to offer them appropriate opportunities to maximise their potential, motivate, and establish their long term support.  This may include delivery of stock and promotional items.
· To help to establish a network of key supporters to represent Bluebell Wood at events; to attend cheque presentations; and to build personal relationships with other fundraisers across the community

· To establish support groups across your specified geographical area to maintain long term commitment from individuals & to increase the profile of Bluebell Wood in this area through community events.  
· To keep all supporters updated and ensure that they are aware of all fundraising opportunities

· To increase the profile of Bluebell Wood across all sections of the community.  This may include attending all day events, setting up stands, erecting gazebos etc
· To help establish and effectively market annual events giving supporters a range of opportunities to become involved

· To maximise income through community fundraising

· To ensure fundraising remains within legal constraints and pays attention to health and safety

· To attend networking events as necessary
· To work on one-off or annual projects which impact on the whole catchment area
· To identify opportunities for other departments and work closely as a team

This job description is not intended to be a complete list of duties and responsibilities, but indicates the main ones attached to the post.  It may be amended at a future time.

Fundraiser - Personal specification:

	
	
	Job requirements
	

	
	Essential

What is essential to do the job?
	Desirable

The perfect candidate will also have these skills.
	How assessed?


	Qualifications
	
	Further or Higher Education Qualification
	Application

	Experience
	Experience of building, maintaining and growing relationships
	
	Application and interview

	
	Experience of managing groups effectively to reach a goal
	
	Application and interview

	
	Excellent presentation skills 
	
	Application and Interview

	
	
	Experience of public speaking.
	Application and Interview

	
	
	Experience of chairing meetings 
	Application and interview

	
	
	Experience of working in community fundraising or event management 
	Application and interview

	
	
	Experience of raising funds through the community
	Application and interview

	
	
	Experience of working with volunteers
	Application and interview

	Skills
	The ability to access the whole geographical area including delivery of stock & promotional items.
	
	Application and interview

	
	Enthusiastic, flexible and hard working 
	
	Application and interview

	
	Confident and passionate networker 
	
	Application and interview

	
	Computer Literate – knowledge of Microsoft packages
	
	Application and interview

	
	Good administrative skills
	
	Application and interview

	
	Comfortable working to tight deadlines within an often pressured environment
	
	Application and interview

	
	Ability to prioritise a busy work schedule
	
	Application and interview

	Special requirements
	Excellent knowledge of the specified geographical area
	
	Interview


Community Fundraiser – Derbyshire
Application for Employment

	PRIVATE AND CONFIDENTIAL
	Please complete in BLOCK CAPITALS

	
	
	Applicant Reference Number:
	

	

	Position applied for:
	

	

	How did you hear of this vacancy? 
	

	

	A. PERSONAL PARTICULARS

	

	Full Name: Mr/Ms/Mrs/Miss

	Address:
	Telephone Number (including STD Code)

	
	

	
	Home:

	
	

	
	Mobile:

	
	

	
	Business:

	
	(Tick box if you do not want to be

	
	contacted at work).
	
	

	
	

	
	Applicants will be required to provide documentary 

	e-mail address:
	evidence of their right to work in the United Kingdom

	
	if invited for interview.

	
	

	N.I. Number:
	Do you have the right to work in the United

	
	Kingdom?
	Yes/No


B. EDUCATION AND QUALIFICATIONS

QUALIFICATIONS: Please give details of examinations attempted and results.

	Name(s) and Address(es)

of School(s)/College(s)
	Dates
	Subject/Courses 

Studied & Level
	Examination Result/

Grade (include any 

examinations failed)

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FURTHER AND HIGHER EDUCATION: Please give details of all further and higher education since leaving school including training courses and details of qualifications.

	University/College/

Institute Attended
	Dates
	Subjects Studied

Type of Training
	Qualifications

Obtained

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PROFESSIONAL ASSOCIATIONS: Please state whether you are a member of any technical or professional association, and if so, which:

FOREIGN LANGUAGES: Please list any foreign languages you speak and your level of competence, both oral and written:




C. EMPLOYMENT HISTORY

Please list starting with the most recent, all the organisations for which you have worked during the last 20 years:

	Name(s) and Address(es)

of Employer(s)
	Dates
	Position Held/

Main Duties
	Starting/

Leaving Salary
	Reason for

Leaving

	
	From
	To
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


D. HEALTH

	Are you in good health?

If No, please give further information:


	Yes / No

	Do you have any disabilities which may affect your application?

If Yes, are there any reasonable adjustments, which you feel, should be made to the

Recruitment process to assist you in your application for the job?


	Yes / No

	Are you prepared to undergo a medical examination prior to employment?


	Yes / No


E. SUPPLEMENTARY INFORMATION

	Please give details of any experience, skill or achievements which you feel may be relevant in your application for employment. (Continue on separate sheet if necessary).

	


	Please give dates of any holidays arranged:
	

	
	

	Are you currently subject to any contractual "restraints of trade" clauses?
	Yes / No

	
	

	If Yes, please give further information:
	

	
	

	Do you have any commitments which might limit your working hours?
	Yes / No

	
	

	If Yes, please give details:
	

	
	

	
	

	
	

	Are you willing to work overtime and weekends when required?

	Yes / No

	
	

	Have you ever been convicted of a criminal offence: (which is not a spent conviction under the Rehabilitation of Offenders Legislation).
	Yes / No

	
	

	If Yes, please give further information:
	

	
	

	
	

	How much notice are you required to give to leave your present employment?
	

	
	

	
	

	Have you worked for us before?
	Yes / No

	
	

	If Yes, give details of reason for leaving:
	

	
	

	
	

	
	

	Please list your interests, sports, hobbies, etc.
	

	
	

	
	

	
	

	
	

	Do you have a current full driving licence?
	Yes / No

	
	

	Does your licence have any current endorsements?
	Yes / No

	
	

	If Yes, please give further information:
	

	
	

	
	

	
	


F. REFERENCES

Please give the names and addresses of two referees who are not related to you, who we can approach for a confidential assessment of your suitability for this job. (One of these must normally be a previous employer).

Can we approach your present/most recent employer?
Yes / No

	(Tick in box if you do not wish your employer to be contacted before an offer of employment is made)
	


	Name, Position, Address and Telephone Number
	Name, Position, Address and Telephone Number

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	DECLARATION OF APPLICANT

I confirm that the above information is correct.

I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable for dismissal.

I consent to the Organisation using and keeping information I have provided on this application or elsewhere as part of the recruitment process and/or personal information supplied by third parties such as referees, relating to my application or future employment. I understand that the information provided will be used to make a decision regarding my suitability for employment and if successful the information will be used to form my personnel record and will be retained for the duration of my employment. If I am not successful, I understand that the Organisation will retain the form for as long as is deemed necessary and that the Organisation may use it to contact me in the event of there being any other vacancies for which I may be suitable.

	

	Signed:
	
	Dated:
	

	


	FOR OFFICE USE ONLY
	INTERVIEW RECORD

	

	Interviewed by:
	Date:

	Comments/Areas to Examine:
	

	
	

	
	

	
	

	Decision:
	
	Reject
	
	
	Further Interview
	
	
	Accept
	
	

	(Tick as applicable)

	

	

	Interviewer's report and reasons for decision:

	

	
	Rejection letter sent:
	Yes / No


	APPOINTMENT RECORD (To be completed where there has been an offer of employment).

	CONDITIONAL OFFER LETTER

Date sent:

Response:

Acceptance/Refusal/No reply
	REQUESTS FOR REFERENCES

Date sent:

Response:

Good/Satisfactory/No Reply/Suspect/Unsuitable

	MEDICAL/MEDICAL REPORT

Date sent:

Response:

Good/Satisfactory/Suspect/Unsuitable
	RIGHT TO WORK IN U.K.

Appropriate documentary evidence checked.

	Starting Date:

Starting Salary:
	Grade:
	Job Title:

Personnel/Clock Number:




Please email the completed application form to: Kathryn.worth@bluebellwood.org titling the email “Doncaster area Community Fundraiser application”  Deadline is 2pm on Friday 24th September.
