Derwent Stepping Stones

Opportunity details
1. Title

· Fundraising Support Assistant
2. Information about the opportunity
· This opportunity is available to help support the DSS fundraising committee to organise fundraising events which will benefit the local community.
3. Time commitment

· Must be available to attend bi-monthly committee meetings and to assist with planning of events when required
4. Supervisory responsibilities

To whom:
Fundraising Co-ordinator
5. Key tasks
· Creating signs and posters
· Producing letters for donations from organisations

· Laminating
· Displaying information
· Printing and photocopying
· Delivering promotional information to local residents

· Supporting with events as required

6. Skills/qualifications
	Essential
	Desirable

	Confident.

Self motivated.

Well organised.

Reliable.

Basic understanding of Microsoft Office applications.

Attention to detail



	Understanding of local issues
Confident telephone manner



· If you do not have the skills we have listed as desirable we will ensure that full training is given to enable you to carry out the key tasks.
7. Communication
· Resolve any issues as quickly and professionally as possible.

· Communicate clearly with all colleagues and professionals.

· Encourage full involvement by local residents and promote a positive image to the local community.
· Participate in internal meetings as required.
8. General
· Observe health and safety requirements including participation in fire drills
· To promote equality and positive attitudes by ensuring that Derwent Stepping Stones equal opportunity policy is understood and fully implemented
· To carry out any other tasks as may be required that are consistent with the aims and objectives of the organisation
· To comply with all Derwent Stepping Stones volunteer policies and procedures

9. Benefits 
· To be able to work with others as part of a fantastic team

· Out of pocket expenses

· Training and development

· Opportunity to gain skills and experience
