[image: image1.jpg]gorta

Self Help Africa





JOB DESCRIPTION

	Job Title:
	Administration and Fundraising Assistant

	Organisation:
	Gorta Self Help Africa

	Department:
	Fundraising Department

	Location:
	Dublin (some travel may be necessary)

	Contract Type:
	12-month fixed term contract (with possibility of extension)

	Terms and Conditions:
	Salary: €22-24,000k; 26 days Annual leave

	Reports to:
	Events Officer/Company Secretary

	Job Purpose:
	Gorta Self Help Africa is looking for a new Administration and Fundraising Assistant to join its dynamic fundraising team. 

	Key Responsibilities:
	Role Specific
Reception:

Manage the reception desk and provide a professional reception experience for all visitors to Gorta Self Help Africa both in person and over the phone.

· To ensure the telephone is answered promptly.  To ensure during periods of absence that arrangements are in place for a nominated colleague to answer the phone. 

· To receive and announce visitors, accept deliveries, deal with inbound and outbound couriers.

· To prepare rooms for meetings, arrange catering for same.

· Maintain and manage front of house to include entrance hall, and meeting rooms
Administrative Support:

· Maintaining the database (Salesforce) to ensure data is recorded and updated accurately and event bookings are imported from our web booking platform. 

· Processing donations

· Tasks include answering phone calls, issuing of receipts, thank you letters, invoicing for events participation, assisting the Direct Mail with mass mailings, point of contact for communications department for all fundraising marketing requests through our CRM system (Salesforce).

· Ensuring filing and admin systems are kept up to date. 

· Support all aspects of administration in the fundraising team

· Support the Commercial Department by providing administrative support, being a point of contact for the Retail managers, monitoring and implementing the marketing calendar 

· Responsible for opening/distributing post and leaving office post to Post Office daily.

· Any other duties as may be appropriate

Fundraising and Events Support:

· Project management support to for Events and Campaigns, including liaison with participants, deadline monitoring, assisting supporters via phone, email or in person for various events including Great Ethiopian Run, The Race.ie, Croagh Patrick Climb and Camino de Santiago. 

· Assist Fundraising Team in supporting and implementing marketing and public relations initiatives that seek to establish new relationships for funding and sponsorship including managing relationships, providing admin assistance and general research and reports for team. 

· Provide administrative assistance to companies who express interest and/or give a commitment to fundraise for the organisation - provision of fundraising material, co-ordination of income, management of relationship and issuing of receipts etc. this also may require attendance at such fundraising events, conferences etc. from time to time.

· Assuming responsibility for merchandise, fulfilment of requests, ensuring that stock levels are maintained and ordering new merchandise as required.

Governance Support:

Governance Assistant

Company Secretarial Administration Work

· To complete all the necessary filings with the CRO/Companies

· House and keep information up-to- date

· To complete all the necessary filings with CRA/OSCR/Charities

· Commission and keep information up-to- date

· To complete all the necessary filings with the Lobbying Act

· To complete all the necessary filings with any other relevant

body/act

· To maintain all statutory registers

· To act as minute taker as and when necessary

· To assist the Company Secretary with any administrative

· duties.

Member Liaison Officer

· To be the contact person for members

· To pass on member communication to the relevant person

· To keep a record of all communication to/from members

· To organise member meetings

· Finance Support

· Overseeing an effective banking and receipting process for participants who have submitted their sponsorship money, ensuring that income is coded correctly and liaising with the finance team when necessary.

· Management of our online fundraising platforms. 

· Reconciliation of all a/c’s with finance monthly. This income includes all general campaigns and community fundraising income, event income, online fundraising platform income, Trusts & Foundations’ and Church Gates. 

	Key Relationships:
	Internal

· Events Manager

· Fundraising Director Ireland & UK

· Community/Campaigns Manager

· Head of Commercial/Company Secretary

· Fundraising Team
External

· Members
· Supporters

· Volunteers

· Donors

	Qualifications/Knowledge and Experience
	Essential

· Administration experience
· Leaving Certificate standard essential, post leaving certificate qualification desirable
· Excellent IT skills (MS Office suite)
· Excellent interpersonal and communication skills
· Ability to work under pressure and to deadlines
· Strong time management skills
· Excellent organisational skills
· A friendly disposition and a willingness to participate in a team based work environment are important 
· Flexible approach to working hours during busy periods
Desirable
· Some experience in NGO sector desirable but not essential


	Role Competencies
	· Managing yourself – Holds an awareness of own abilities and areas for development; adapts and uses abilities to work well with others and to help achieve objectives.

· Communicating and working with others – Uses the most appropriate channel to share information with others both inside and outside Self Help Africa; adapts the message to meet the communication needs of the audience.

· Delivering results – Systematically develops plans towards achieving Self Help Africa’s objectives and delivers on commitments; uses appropriate techniques to help achieve agreed objectives.

· Creativity and innovation – Seeks out, develops and successfully implements new ideas that further the needs of Self Help Africa and those we work with; builds on proven approaches and learns from ongoing work to improve it.
· Influence, advocacy and networking – Engages with others inside and outside the organisation to promote the interests of Gorta-Self Help Africa and those we work with; gathers and shares a wider knowledge of issues relevant to Gorta-Self Help Africa’s work.

· Change – Responds positively and constructively to change; manages or takes part in change processes in a way that is appropriate to role in the organisation.




Self Help Africa is an Equal Opportunities Employer
PAGE  

[image: image1.jpg]