Job Description
Job Title

Funding and Marketing Administrative Assistant
Location

Smiles House, Little Plumstead
Reporting to

Funding & Marketing Manager
Hours


Full time – 37hrs per week

Contract

Permanent
Job Purpose        

To support the Funding & Marketing Team with administrative day to day duties. 

Duties and Responsibilities 
To develop and deliver administrative processes, aiding the efficiency of the marketing, funding and office functions at Nelson’s Journey. 

Core tasks

Organise fundraising materials ensuring they are accessible at all times and a good stock level is maintained

Process donations and issue thank you letters in consultation with the Marketing & Funding Officers/CEO where appropriate

Arrange for the banking of donations in line with Nelson’s Journey’s procedures

Adhere to the procedures for Gift Aid contributions, ensuring records are kept up to date and annual claims submitted

To arrange and collate e-newsletter content, drafting text as required, and to arrange distribution

To manage collection box and bucket requests, delivering items to location and keeping database updated
To manage the merchandise sales database
Provide marketing material in response to requests
Attend appropriate staff and team meetings, taking minutes where required
Assist with the preparation of talks, events and training, including by gathering resources and undertaking administrative tasks

To receive phone enquiries from the public, and to record and direct contacts as appropriate
To support the general administrative requirements of the charity during busy periods

Complete any other reasonable duties as required

