[image: image1.jpg]W

THAMES 21





                                         


Fundraising Administration Officer

Salary Range £21 000 to 24 000 per annum pro rata
Part Time one Day 7hours per week – Fixed Term Contract for 1 year 
Thames21 is the leading environmental charity for London’s waterways. We connect people with rivers by putting healthy rivers back at the heart of everyday life. We improve and restore rivers, educate and empower the community and campaign for positive change for the good of people and the environment.  

This small, dynamic charity is looking for a key member of the team.  
We are looking for a keen flexible and self-motivated individual to join the team to ensure that the charity’s fundraising income systems are run smoothly and efficiently.     

The fundraising department consists of a Fundraising Manager whose role is raise funds from all sources: corporates, trusts, local authorities and individuals and manage fundraising activity with our projects. The Fundraising Manager also co-ordinates the fundraising activities of the Senior Management Team, Project Officers and Trustees Currently, our finance operation is provided by Port of London Authority pro bono and there is some day to day liaison with two members of their finance team.  

Days and hours of work are flexible and there are opportunities to work from home occasionally.  The person will be based in Walbrook Wharf which is just adjacent to Cannon Street tube and Rail Stations.

Closing date for completed application forms:  Thursday 23rd August 2018
Interviews are scheduled for Wednesday 29th and Thursday 30th  August 2018. 

Completed application forms ( we do not accept CVs) should be sent by email to: michael.heath@thames21.org.uk 

Or posted to: Michael Heath, Personnel Manager, Thames21, Walbrook Wharf, 

78-83 Upper Thames Street, London EC4R 3TD
Registered Charity No. 1103997
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       Fundraising Administration Officer
	Job Description
 


Salary: 
£21, 000 - £24,000 per annum 7 hours per week
Contract length:
Part Time (one day a week) Fixed term contract for 1 year
Location:
Walbrook Wharf City of London EC4R 3TD  
Responsible to:   
Fundraising Manager 
Purpose of the job
To ensure that the charity’s fundraising income systems are run smoothly and efficiently.     

Main duties and responsibilities

· Monthly cashbook – checking payments received, coding and providing relevant paperwork for all income received in the month

· Monthly invoices – inputting invoice information on excel spreadsheet 

· Producing, recording and sending off invoices as required by project staff ad Senior Management Team

· Every month, checking payments received to ensure that payment against invoices is recorded and reminding  debtor of late payment

· Paying in income (cheques and cash) received in office every two/four weeks into the bank. Filling in paying in book and recording payments received 

· Working with PLA at the end of the financial year (30th June-1st July) on invoice queries and late payments

· Jointly with Fundraising Manager, create and circulate reports from ThankQ (CRM Database) to flag up when payments requests and reports are due to funders (traning given)
· This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document

	Person Specification 


It is essential that in your application you give evidence or examples of your proven experience in each of the following criteria including the competencies.

	Qualification, development & knowledge:
	Essential
	Desirable
	Assessed by

	A degree or equivalent qualification in a relevant subject
	
	(
	Application

	Finance Skills


	(
	
	Application & Interview

	Ability to prioritise from a wide variety of tasks


	
	(
	Application & interview

	Knowledge and experience of working with other organisations 
	
	(
	Application & interview

	Someone who is conscientious and dependable and have an ability to adapt to  flexible working and unsupervised 


	(
	
	Application & interview

	
	(
	
	Application & interview

	Experience of:
	
	
	

	Financial working 
	(
	
	Application & Interview

	Ability to prioritise from a wide variety of tasks


	(
	
	Application & interview

	 Experience and understanding of corporate and community volunteering with environmental projects Have an interest in the environment 
	
	(
	Application & Interview

	Working with a broad range of partners such as officers from statutory organisations, local government, the voluntary and private sectors
	
	(
	Application & interview

	
	(
	
	Application & interview

	Skills and competencies:
	
	
	

	
	(
	
	Application & interview

	
	(
	
	Application

	
	(
	
	Application & Interview

	Ability to produce clear written reports and  to use Microsoft word, outlook, excel etc. have a Knowledge of databases

	(
	
	Application & Interview

	Ability to deal confidently and  communicate with a wide range of people 
	
	(
	Application & Interview


ADDITIONAL INFORMATION

· Thames21 have a Work Place (Auto Enrol) Pension Scheme with NEST

· The postholder must be prepared to work occasional evenings 

· The postholder must be willing to travel sensibly throughout London 

· 25 days paid annual leave are available plus public holidays.  In addition, the Thames21 office is closed between Christmas and New Year.

· Thames21 operate a flexitime system of working

· Interest free season ticket loan or bike loan

· Childcare voucher scheme

· Mobile phone for company use

To request application details e-mail: michael.heath@thames21.org.uk 

or visit our website at www.thames21.org.uk
Please note that we do not accept CVs but request you complete our application form which can be found on our website.

Closing date for completed application forms:  Thursday 23rd August 2018

Interviews to be scheduled Wednesday 29th or Thursday 30th August 2018.

