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November 2008

Dear applicant, 

Application for the post of Community Fundraising and Events Co-ordinator

Thank you for the interest you have shown in the above post. In this pack you will find

· an application form

· job description

· person specification

· additional information

Further information about the organisation and archives of previous policy documents can be viewed on our web-site at www.ght.org.uk
Please indicate which post you are applying for very clearly on your application form. The closing date for applications is 12 noon on Monday 24th November 2008.

Interviews will be held on Thursday 11th December 2008

If you would like further information, please contact the office on 0161 274 4499. 

Many thanks for your interest in George House Trust. 

Yours sincerely

Michelle Reid

Chief Executive

michelle@ght.org.uk
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Application Form

Post applied for: Community Events and Fundraising Co-ordinator
Please complete every section of this form and remember to link your information to the Person Specification. 

Please use black ink or type your application, use extra sheets if necessary. You can e-mail the form to us if you wish; however please ensure that we have received it and that we have done so in a readable format. Please note that CVs will NOT be read, and will be discarded.  

About You

Surname        

Other Names   

Address  

Telephone Number(s)  

Email address (if any)

Where did you find out about this post? 

Please send your completed form by post to:


APPLICATIONS, GEORGE HOUSE TRUST


77 ARDWICK GREEN NORTH


MANCHESTER M12 6FX

Or by e-mail to james@ght.org.uk
This must reach us by 12 noon on Thursday 27th November 2008
If you have any questions about the form please ring the office on 0161 274 4499.

	Please tell us why you want to work for George House Trust. 




Please list any previous jobs you have had, beginning with the most recent, and any voluntary work you have done which you feel is relevant to this application.  

	Dates 

from/to
	Job title & employer’s name and address
	Key responsibilities
	Salary 

	
	
	
	


	Please tell us what skills, knowledge and experience you have relating to the post. Please refer to EACH of the points in the person specification and address all of these within this section (use separate sheets if necessary), giving specific examples where possible. 




Please tell us about any qualifications you may have.

	School/ college/ other
	Qualification Level
	Subject(s)

	
	
	


	Please add any further information that you would like us to consider.  




References

Please give us the names, addresses and telephone numbers of two people, including your current or latest employer who would be willing and able to be contacted to verify the information you have given and to let us know their assessment of your ability to carry out this job. 

Please indicate if you would like us to contact you first before we contact these references. 

	Referee One
	Referee Two

	Name:

Job title:

Address:

Tel:

E-mail (if any)

Can we contact this person prior to interview? 

YES/NO

In what capacity do you know this person?


	Name:

Job title:

Address:

Tel:

E-mail (if any)

Can we contact this person prior to interview? 

YES/NO

In what capacity do you know this person?




Declaration  

“I agree that George House Trust may use the information provided in this application form for monitoring purposes.  I agree that George House Trust may ask my referees for comments on my suitability for the post and request details of my attendance, sickness and salary. I also understand that if I am successful I will need to undertake a Criminal Records Bureau check. In submitting this application form, I confirm that the information I have given is correct and complete and that misleading or untruthful statements will result in my dismissal if they become known after my appointment.”

	Name:                                                   Date:  

For electronically submitted forms, you will be asked to sign below if invited to interview.

Signed:                                                  Date: 




	Job Description

Community Fundraising and Events Co-ordinator
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Responsible to: 
Volunteer and Development Manager

Employed by: 
George House Trust

Main purpose of the post

1. To lead on the implementation of our Community Fundraising strategy and increase income in line with agreed organisational targets.
2. To support George House Trust’s involvement in key events, such as Manchester Pride, World AIDS Day and Refugee Week, including the co-ordination of volunteers.

3. To ensure effective distribution of George House Trust’s marketing and publicity materials across the North West of England and to work with other staff to increase George House Trust’s profile.

4. To ensure that George House Trust’s fundraising activity complies with Fundraising Codes of Practice.
Main Tasks

Community Fundraising

· To build relationships with a range of stakeholders and develop George House Trust’ in house and external portfolio of fundraising events and activities to achieve agreed annual income targets.
· To work with stakeholders to plan and organise fundraising events
· To work with the Senior Management Team to implement George House Trust’s income generation/fundraising and marketing strategies.
· To evaluate Community Fundraising events and use this information to inform future planning.
· To develop policies and procedures in order to ensure good practice in George House Trust’s fundraising activities. 
Events Co-ordination

· To support the planning and organisation of George House Trust’s involvement in external events including Pride, World AIDS Day and Refugee Week Events.
· To co-ordinate resources and volunteers for information stalls at various external events throughout the year.
· To attend external events planning meetings as appropriate.
· To organise briefings for staff and volunteers, prior to events.
· To devise and implement monitoring and evaluation systems in order to measure the success of George House Trust’s events work.
Marketing and Distribution

· To work with the Senior Management Team to develop a marketing and distribution strategy for George House Trust’s information and publicity materials.
· To work with the Senior Management Team to produce press releases and to oversee the production of information and publicity materials.
· To devise and implement monitoring and evaluation systems in order to measure the success of marketing and distribution work.
Managing Volunteers

· To recruit, develop and manage a group of Community Fundraising Volunteers.
· To recruit, develop and manage a group of Distribution Volunteers.
· To recruit, brief and manage volunteers for key in-house and external events.
· To brief and support other staff members in managing volunteers for the above activities.
General

· To participate in paid worker team meetings and act in accordance with agreed office practices

· To share administrative support and administration of all agreed office systems.

· To carry out all tasks in line with George House Trust policies and to uphold these at all times.

· To respect and maintain appropriate confidentiality at all times.

· To carry out other work, appropriate to the level and nature of the post, as agreed by the organisation in response to changing needs and circumstances.
Note: the nature of this work may require evening and weekend work, for which time off is arranged under the terms and conditions of employment

Terms and Conditions

George House Trust (as below)

Salary

Local Authority Scale - SCP 26- 31 £21,937-£25,940  plus 8% pension contribution 
Hours

35 hours per week 
George House TrustPRIVATE 

Person Specification 

Project Co-ordinator – Community Fundraising and Events Co-ordinator
HIV
· A basic understanding of HIV and an awareness of current issues related to it.

Voluntary Sector
· Commitment to and understanding of working within a voluntary organisation.

· Ability to work with volunteers.

Skills, Experience and Commitment

· Significant experience of implementing income generation, marketing and community fundraising strategies.

· Knowledge and understanding of a variety of community fundraising approaches.

· Significant experience of meeting project deliverables and working to tight deadlines.

· Experience of event management.

· Significant experience of building, managing, and developing relationships with a variety of stakeholders and negotiating effectively.

· Experience of establishing and maintaining monitoring and evaluation systems and producing reports.

· Excellent communication skills and an ability to write accurate and engaging copy.

· Excellent IT skills, including use of PowerPoint, Windows and databases.

· Ability to work within a busy office environment. 

· Ability to work flexibly and on own initiative.

General
· Willingness and ability to work and participate as part of a team.

· Willingness and ability to carry out all tasks in line with George House Trust policies and to uphold these at all times.

· Respect for and ability to maintain confidentiality at all times.

· Willingness and ability to work some evenings and weekends.

· Willingness and ability to be supervised.

· Willingness to work in a non-smoking office. 

	Additional Information 
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George House Trust is the HIV voluntary organisation for the North West of England. We exist to support people who are living with or affected by HIV. At present we are supporting around 2000 people, making us the largest HIV support charity outside London. We were founded in 1985 (as “Manchester AIDSLine”) and are the UK’s second oldest HIV charity (after the Terrence Higgins Trust). We have a long record of campaigning and lobbying to secure the best possible quality of life for all people with HIV and to challenge discrimination against people with HIV.

The support we offer includes: advice and information, treatment advice, volunteer community support, financial support, special courses and events, and targeted services for gay men, African people, women, children and carers. 

George House Trust has a budget of c £850,000 a year, and relatively healthy reserves, compared to other organisations in the sector.  Our income comes from a variety of sources: the NHS, local Government, central Government, charitable trusts, lottery distribution bodies, fundraising, donations and earned trading income. Like all voluntary organisations funding is never 100% secure, but with the continued enthusiasm of staff and volunteers we are confident that the organisation is financially viable for a number of years to come.  
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This year we were awarded the Volunteering England Investing In Volunteers Award which reflects our commitment to ensuring that volunteers are at the heart of the organisation.
Employment by George House Trust 

We currently employ 16 people. New employees are subject to a six-month probationary period. Full time staff work a 35 hour week, normally Monday to Friday, though some evening and weekend work is necessary. Our opening hours are 9.00am-5.00pm, and staff work different hours to ensure that services are covered at all times. Full time staff are entitled to five weeks paid holiday (this increases after long service) plus three extra days at Christmas. All new staff are required to undertake a Criminal Records Bureau check. We pay a contribution towards a personal pension of 8% of gross salary. 

Staff are encouraged to join a Trade Union or professional body. The majority trade union (currently T&GW ACTSS) is consulted formally on employment issues. 

Our offices are on Ardwick Green North just south of Manchester City Centre. This is a short walk from Piccadilly train and Metrolink (tram) stations, on a major bus route and free parking is available. 

More information about George House Trust on our website www.ght.org.uk 
