*«SERIALNUMBER»*

Job Title:
Event Assistant 
Hours:
22.5 hours per week – temporary 6 month contract with possibility  to extend.

 Salary:
£15-£17k pro rata
Reporting to:
Community & Events Manager

Job Summary:

The jobholder will be responsible for co-ordinating event fundraising within the described area of activity using strategies, plans and income target.

Areas of Activity:

The jobholder will be responsible for assisting to raise funds through events, appeals and other fundraising initiatives throughout the East Midlands.
Key Tasks:
· To assist the Event Manager in the development of an event portfolio, including contacting/liaising with suppliers and recruiting/co-ordinating volunteers with the aim of increasing income year on year and raising profile of the charity.
· To liaise with the Fundraising Assistant and co-ordinate regular, timely and effective communications to event participants and enquirers by telephone, email and/or mail.
· To make effective use of the events and fundraising database to ensure all costs, contacts and communications are recorded accurately through co-ordinating activities of fundraising team.
· To ensure close liaison with other members of the fundraising team and update them on relevant supporter information.
· To attend and assist with the development and setup of major events and challenge events and provide support to event participants.
· To ensure that any promotion of events through the media and other channels is co-ordinated with the Event Manager and subsequently other members of the fundraising department.
· To ensure that all volunteers supporting events are motivated and supported with appropriate information and communications.

· To ensure that leads, enquiries and contacts in relation to community and corporate that fall outside the event remit are passed to the appropriate member of the fundraising department.

· To participate as a team member at centrally organised events eg Open Day.
· To produce a monthly fundraising report to be submitted to the Community and Events Manager.
Primary Objectives

· To assist the Event Manager in the organisation of major events and the development of challenge events 
· To build and main relationships to ensure effective retention and recruitment of event participants and event volunteers.
· To assist in increasing the profitability from events.

· To ensure the success of events and initiatives, not only in terms of income but also in the professionalism of the organisation, thus promoting the good name of Rainbows Children’s Hospice.

· Objectives will be reviewed annually in line with the changing needs of the charity.

Essential Requirements
· Highly organised with excellent administration skills.

· Confidence and ability to deal with a wide range of people .

· Pleasant and courteous manner.

· Fully computer literate.

· Database experience (full training for ThankQ will be given)

· To act at all times in a professional manner, respecting the needs of colleagues and co-operating to maintain a harmonious working environment.

· Full driving licence and own transport.

· Must be able to work using own initiative.

