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Job Description:  Localgiving.com Development Worker 
Salary: £21,000 pro-rata
Hours: 20 per week to the 1st April 2012 rising to 30 hours per week

Annual Leave: 27 days pro-rata

Contribution to Pension

The Community Foundation for Wiltshire and Swindon aims to create a culture of giving that will change people’s lives.  Their grants support all kinds of people including children and young people, isolated older people, disabled people and people living in disadvantaged areas.

In 2010-11 grants totalling £662,353 were awarded to 297 projects run by local charities and voluntary organisations that are tackling disadvantage.  The Community Foundation is building an endowment fund for Wiltshire and Swindon, and works with Named Fund donors, private individuals, companies and charitable trusts, who want their charitable giving to have lasting benefit to their local community.
Job Title:

Localgiving.com Development Worker

Reporting To:
The Chief Executive

Responsible for:
The Localgiving.com project 
Purpose of Role:
This online giving role aims to help local charities and community groups create and develop an online presence by assisting them to set up a local giving site and by working with them to implement good practice marketing techniques and so maximise the income generated by the groups online.

The work will be carried out in two ways: firstly by running in house  or one to one training  sessions, secondly working individually with local charities and community groups in their own locale (in most cases at the office of a suitable partner organisation) or remotely by phone.

Main Responsibilities:
· Acting as the main point of contact for invitations and enquiries from charities and community organisations regarding online giving;
· Proactively contacting local charities and community groups by phone, email or in person,  to introduce the concept of  marketing online, to commit and to support the creation of their online giving presence;
· Organise and run  events to promote Localgiving.com including  marketing workshops in the local area;
· Supporting community organisations with marketing activities, either through workshops or 1 to 1 mentoring with a view to developing sustainability and self sufficiency within the group;
· Keeping a detailed log of all local charities and community groups contacted and proactively contacting groups that need further assistance;
· Collaborating with Localgiving.com to support joint activities that benefit local charities and community groups.
Other

· Attend meetings as required
· Provide written reports on progress for the board of Trustees and other stakeholders
· Undertake any other reasonable responsibilities to contribute to the development of the Community Foundation for Wiltshire and Swindon as requested by the CEO

Person Specification

Experience

· Experience in launching new programme’s or initiatives either in the workplace, community or education environments
· Experience in a training, marketing, sales or consultancy environment;

· Solid knowledge of the internet and social networking;
· Charity sector familiarity

Skills & Attributes
· A genuine desire to make a positive impact for local communities;
· The ability to relate to local grass root charitable organizations who are nervous of web technology;

· Good IT skills (use of internet, email, basic use of word, PowerPoint and excel)

· The ability to manage time well, set clear priorities and achieve specific goals; 

· Excellent verbal and written communication skills  particularly the ability to communicate ideas and concepts;

· Customer service skills
· Excellent presentation and interpersonal skills
· Experience of working in a team
· A flexible approach to working as part of a small staff team and the confidence to work with limited supervision and to exercise initiative;
· An understanding of the current issues affecting charities and voluntary groups.

· A good sense of humour; 

· A problem solver with a positive attitude;

· Creativity;

· A self-starter;

· An understanding of the current issues affecting charities and voluntary groups.

Other Qualifications and experience
· University Graduate preferable
· Excellent written and spoken English
· Some experience of updating content management systems would be useful
· Access to a car and a current driving licence
· A commitment to equal opportunities.

Equal Opportunities

The Community Foundation operates a policy that no one should be discriminated against on the basis of their gender, marital status, sexual orientation, social class, race, ethnic origin, religious belief or disability. 
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