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	Job Title: 
	Head of Fundraising and Communication

	Reports to:
	The Chair of Trustees

	Term:
	Permanent, part- time (20 hours per week excluding breaks, applicants must be prepared to work occasional evenings, public holidays and weekends)

	Salary:
	£16,000 + 5% employer’s pension contribution

	Annual leave:
	25 days + Bank Holidays Pro Rata

	Probation period:
	6 months

	Location:
	Genesis Centre, Hill Street, Poole


Role
Work with the Trustees and volunteers to unify and manage Routes to Roots’ communications, taking responsibility for all awareness-raising and fundraising activities within the charity. 
This is a new role and an exciting opportunity to join Routes to Roots at a pivotal moment as we move into our own building and continue our development into a one-stop centre for all help for Poole’s homeless and vulnerably housed.
Primary functions
· Engage with a range of supporters via traditional, digital and social media platforms. 
· Identify new, and develop existing, relationships with trusts, foundations, local businesses, churches, schools and statutory bodies in order to raise awareness of the charity’s aims and activities and generate the necessary income to fund them. 
· Ensure that communications are in-line with the charity’s business plan, mission and aims.
Key Relationships
· Routes to Roots’ Trustees

· Routes to Roots’ Staff and Volunteers

· Local Donors and Supporters

· National and Local Grant Providers

· Press and Media

· External Services Providers

	Job Description

	Duties will include but are not limited to:
Communications
· Manage and develop Routes to Roots’ communications and marketing activities.

· Work with volunteers and external providers to build a new website.

· Expand and make better use of our social media platforms.

· Work with the Trustees and Genesis Centre manager to develop and implement a communication and marketing plan to build awareness of Routes to Roots, and communicate our work, our activities and impact.

· Develop relations with local media.  

· Prepare supporter communications (including eNews, posters, newsletters and leaflets).
· Manage and train communications volunteers.
Fundraising
· Using existing sources, identify possible grant providers and prepare applications.

· Keep records of all grant applications, ensure any required follow-up paperwork is supplied and keep the Trustees informed of outcomes.

· Working with Trustees and Genesis Centre manager, identify funding priorities and develop compelling cases for support.

· Investigate new opportunities and/or campaigns for individual giving, such as legacy giving.

· Support outside groups who organise fundraising activities for R2R.

· Manage and train fundraising volunteers.

Financial
· Update Trustees’ meetings on donations and grants.

· Keep the external bookkeeper informed of successful grant decisions and whether the money is ringfenced.

· Ensure that donors and grant providers are thanked for their contributions.

Board
· Support the completion of the annual report and end of year accounts.
· Arrange meetings and chair the Fundraising sub-committee (GUD).

Other Duties
· Act as an ambassador for Routes to Roots at all times and maximise opportunities for developing our profile by networking at external events and at activities in the venue.

· Attend training and staff meetings as required by Routes to Roots.

· Adhere to and implement relevant policies, including safeguarding, equal opportunities and health and safety.

· Ensure GDPR compliance as per organisational policy.

· Undertake any other duties as may be reasonably required.


Person Specification
	Skills/abilities/competencies

	Good communication skills (written and verbal) 

	Familiarity with IT systems and packages, databases, websites and digital communications platforms 

	Attention to detail

	Numeracy and understanding of budgets

	Ability to work with others

	Confidence in networking with external groups

	Experience

	Previous experience of fundraising activities and grant applications

	Previous experience of preparing marketing materials, writing press releases, managing websites and use of social media

	Experience of working for a small charity or organisation


	Website: www.routestoroots.org     
FaceBook: www.facebook.com/RoutestoRootsHomeless
	             Donate online or download an R2R donation form at: 
             https://www.routestoroots.org/charity/donations

	
	


Office: c/o Skinner Street URC, Skinner Street, Poole, BH15 1RQ

Tel: 01202 667880

Email address: office@routestoroots.org 
TO DONATE TO ROUTES TO ROOTS, TEXT RTOR41 £2 (£5 / £10) TO 70070
	Website: www.routestoroots.org     

FaceBook:www.facebook.com/RoutestoRootsHomeless
	TEXT RTOR42 £2 (£5 / £10) TO 70070 to donate now
or to donate online or download an R2R donation form, please visit: http://www.routestoroots.org/updates/donations
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