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Role Description – Red Nose Day 2011
JOB TITLE:

Campaign Assistant (Marketing) 
GRADE:


Assistant 
TEAM:
              

Marketing 

REPORTS TO:
     
Senior Marketing Officer 

DURATION 

September 2010 – April 2011 

LOCATION:

Vauxhall, London


Purpose of Role:

To provide essential support to Comic Relief’s busy Marketing Team, helping to deliver a national Marketing and Fundraising campaign for Red Nose Day 2011 and assist with development of the Sport Relief 2012 campaign. To help with a range of Marketing projects, provide advice and support for fundraisers and maintain systems to ensure the smooth running of the Marketing Team. 

Specific Responsibilities:

Marketing:

· Provide administrative support for project-management of the printed Marketing,  Fundraising and Advertising materials for the campaign, to include: 

· Gathering, collating and keeping records of input and approval of concepts, materials and creative briefs, to tight deadlines

· Gathering content from colleagues across the organisation
· Assisting with budget planning and control

· Scheduling input and approval meetings 
· Be the day-to-day contact for the Comic Relief online research panel: gather questions for the panel from across the organisation and collate and feed back results. 

· Respond to branding queries and logo requests (in consultation with the Marketing Officer) to ensure the correct use of all Comic Relief logos and brands.

· During campaign, compile daily reports to track responses to BBC trails.
· Support the Senior Marketing Officer on market research for Sport Relief 2012, including coordination of market research projects and desk research.
Fundraising Enquiries 

· Respond to enquiries from our highest-value fundraisers about their fundraising needs in a professional and friendly manner, ordering materials and resources on their behalf and fulfilling any requests promptly and appropriately.  
· Capture information and data from the enquiries to generate insights and inform strategies for future campaigns. 
· Understand the importance of gathering stories from our fundraisers, and flag information to the team as appropriate.

· Work with the other assistants in the team to manage office stocks and filing of fundraising materials and resources.
Administration:

· Assist the Senior Marketing Officer and Marketing Manager with information and administrative support as required, to ensure the smooth running of the campaign and the team. 

· Put together presentations, proposals and documents as requested.
· Set up meetings as requested and put together and circulate agendas, minutes and actions.
· Update the Marketing Team tasks timeline after Marketing Team meetings.

· Manage filing for the Marketing Team.
· Update internal databases such as Thank You on behalf of the Marketing Team. 
Finance: 
Provide the Marketing Team with finance and budget support, to include: 
· Processing all invoices (incoming and outgoing) for the Printed Materials, Advertising and Market Research budgets in a timely manner, and document all invoice payments.
· Updating budget spreadsheets for the Printed Materials project, Advertising and Market Research budgets and presenting to the Senior Marketing Officer as requested.

General:

· Work as part of the Marketing Team,  assisting with ad-hoc tasks as requested by the Senior Marketing Officer and Marketing Manager

· Share in Comic Relief’s philosophy, participate as a full member of the Comic Relief team and support initiatives across the whole organisation as appropriate. 

PERSON SPECIFICATION FOR: CAMPAIGN ASSISTANT (MARKETING)
Grade: Assistant
	EXPERIENCE       
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Solid experience of working in an admin environment – using admin systems 
	To carry out basic admin skills such as typing, filing, organising meetings, utilising computerised office systems. Must feel comfortable in an office environment, working in a team.
	Ess.
	(
	(
	
	

	Solid experience working with the public  and/or corporate contacts 
	Must feel confident in engaging with the public and company representatives over the telephone or in person, at all levels.
	Ess.
	(
	(
	
	

	Some experience handling research projects through a variety of mediums (telephone, using organisations and the Internet) 
	Researching ideas and finding people who want to support CR.
	Ess.
	(
	(
	
	

	Project management in a high pressure environment
	Working on projects from planning through to implementation.
	Des.
	(
	(
	
	

	Fundraising or marketing experience in the voluntary sector 
	An advantage.
	Des.
	(
	(
	
	

	Diary Co-ordination 
	To organise internal and external meetings on behalf of the Fundraiser.
	Des.
	(
	
	
	

	JOB SKILLS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Time management
	Must be relied upon to turn up for work on time, able to prioritise work in order to get important tasks completed by the appropriate deadline, allow sufficient time to prepare for important events or meetings and seek support when demands outweigh the available time.
	Ess
	
	
	(
	Prioritisation exercise

	Risk awareness
	Before acting, must consider the consequences of what they do on their work, their colleagues and on Comic Relief as a whole.
	Ess.
	
	(
	
	

	Attention to detail
	Must be able to produce work which is consistently accurate, which makes sense and which fits the purpose for which it was intended.
	Ess.
	
	
	(
	Written test

	IT literacy (MS Windows and MS Office)
	Must be able to create and edit documents using word processing or spreadsheet software, and to store and retrieve them on the network.  Must be able to use e-mail, an electronic calendar and the Internet effectively.  Being able to use MS Powerpoint is particularly important in this job.


	Ess.
	
	
	(
	Written test

	IT literacy (databases)
	Must be able to work with databases including data entry and generating reports
	Ess
	
	(
	
	

	Communications skills
	Must be able to write a clear letter with accurate spelling and grammar, and must speak clearly, confidently and politely on the telephone or at meetings.
	Ess.
	
	(
	(
	Written test

	Customer care
	Must answer phone calls courteously and promptly, listen to customers (both internal and external) and provide an efficient and helpful service.
	Ess.
	
	(
	
	

	Motivating contacts
	Must understand Comic Relief’s mission and values and can use them to persuade others to actively support the organisation.
	Ess.
	
	(
	
	

	Research 
	Must be able to understand the objectives of a research brief, identify and access appropriate information sources, and collate an appropriate amount of information within a given time frame.
	Ess.
	
	(
	(
	Practical Research Test

	Managing day to day relationships
	Identifies key business partners, understands their needs and motives, and can maintain a positive relationship balancing their aims with those of Comic Relief.
	Ess.
	
	(
	
	

	KNOWLEDGE        
	WHY
	IMP. 
	App
	Int
	Test
	Test Format

	Understanding of marketing principles 
	To adopt correct approach to promoting CR to public.
	Des.
	
	(
	
	

	Aims and objectives of Comic Relief
	Shows commitment and interest in CR
	Ess.
	
	(
	
	

	An understanding of Diversity
	In order to promote a diversity throughout the organisation
	Des.
	
	(
	
	

	QUALIFICATION/OTHER REQUIREMENTS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Willingness to work long hours on occasions.
	To meet campaign deadlines.
	Ess.
	
	(
	
	


JOB DESCRIPTION

JOB TITLE:


Campaign Assistant (Fundraising)

GRADE:



Assistant

DEPT/TEAM:


Marketing 

REPORTS TO:


Fundraising Officer
PURPOSE OF JOB:

Provide support and advice for supporters undertaking their own fundraising; carrying out administrative tasks required to deliver our fundraisers the assistance they need. To maintain methodical administration systems for the Marketing Team. 

Specific Responsibilities
1. Fundraising enquiries

· Answer public fundraising enquiries received by email, post, telephone and fax, in a professional and friendly manner, fulfilling any requests promptly and appropriately. 
· Maintain systems for capturing information and data from enquiries to add insight and inform future strategies. 

· Be responsible for updating fundraising ‘standard responses’ for internal use and circulate to other departments.

2. Fundraising administrative tasks and systems.
· Liaise with our legal team to complete fundraising agreements for supporters.  
· Offer support to current or potential regular givers. 

· Propose and implement new systems if necessary.  
3. Fundraising stories 

· Collect fundraiser stories from key audiences that will inspire and motivate future fundraisers. 
· Record stories, contact information, photos and fundraising totals on the system, enabling searches using key criteria. Verify a fundraiser totals when necessary. 

· Collect relevant permissions from fundraisers to use their stories. 
· Ensure the process of collating fundraiser journeys is efficient and clarify or propose changes if necessary.

4. Administration 

· Maintain the Marketing Team’s online and offline filling system, organising the storage of work and resources. 

· Organise meetings as directed, circulate papers, book rooms and take minutes. 
· Act as a point of contact and information resource for the Marketing Team in a helpful and professional manner and handling queries wherever possible. 
5. Marketing & Fundraising Communications research 

· Carry out fundraising and industry research reports for the Marketing Team. 
· Using different sources of information; analyse and report on the different activities our fundraisers do. 

· Carry out competitor analysis and feasibility studies as required. 

· Share learnings across the department and other teams. 
6. General 
· Undertake any relevant work as delegated by Fundraising Officer.  

· Represent the Marketing Team on organisational committees.  
· Assist in developing and drafting inspiring, clear and insightful briefs for our fundraising resources. 

· Contribute to our overall debrief process.  
· Maintain a good understanding of the fundraising and charity sector. 

· Share Comic Relief’s philosophy, participate as a full member of the Comic Relief team and support all its activities.

· Being aware at all times of the Comic Relief Promise and investigating opportunities to 'blag' to reduce Comic Relief’s costs. 
PERSON SPECIFICATION FOR: FUNDRAISING ASSISTANT

Grade: Assistant

	EXPERIENCE       
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Solid experience of working in an admin environment – using admin systems 
	To carry out basic admin skills such as typing, filing, organising meetings, utilising computerised office systems. Must feel comfortable in an office environment, working in a team.
	Ess.
	(
	(
	
	

	Solid experience working with the public  and/or corporate contacts 
	Must feel confident in engaging with the public and company representatives over the telephone or in person, at all levels.
	Ess.
	(
	(
	
	

	Some experience handling research projects through a variety of mediums (telephone, using organisations and the Internet) 
	Researching ideas and finding people who want to support CR.
	Ess.
	(
	(
	
	

	Project management in a high pressure environment
	Working on projects from planning through to implementation.
	Des.
	(
	(
	
	

	Fundraising or marketing experience in the voluntary sector 
	An advantage.
	Des.
	(
	(
	
	

	Diary Co-ordination 
	To organise internal and external meetings on behalf of the Fundraiser.
	Des.
	(
	
	
	

	JOB SKILLS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Time management
	Must be relied upon to turn up for work on time, able to prioritise work in order to get important tasks completed by the appropriate deadline, allow sufficient time to prepare for important events or meetings and seek support when demands outweigh the available time.
	Ess
	
	
	(
	Prioritisation exercise

	Risk awareness
	Before acting, must consider the consequences of what they do on their work, their colleagues and on Comic Relief as a whole.
	Ess.
	
	(
	
	

	Attention to detail
	Must be able to produce work which is consistently accurate, which makes sense and which fits the purpose for which it was intended.
	Ess.
	
	
	(
	Written test

	IT literacy (MS Windows and MS Office)
	Must be able to create and edit documents using word processing or spreadsheet software, and to store and retrieve them on the network.  Must be able to use e-mail, an electronic calendar and the Internet effectively.  Being able to use MS Powerpoint is particularly important in this job.


	Ess.
	
	
	(
	Written test

	IT literacy (databases)
	Must be able to work with databases including data entry and generating reports
	Ess
	
	(
	
	

	Communications skills
	Must be able to write a clear letter with accurate spelling and grammar, and must speak clearly, confidently and politely on the telephone or at meetings.
	Ess.
	
	(
	(
	Written test

	Customer care
	Must answer phone calls courteously and promptly, listen to customers (both internal and external) and provide an efficient and helpful service.
	Ess.
	
	(
	
	

	Motivating contacts
	Must understand Comic Relief’s mission and values and can use them to persuade others to actively support the organisation.
	Ess.
	
	(
	
	

	Research 
	Must be able to understand the objectives of a research brief, identify and access appropriate information sources, and collate an appropriate amount of information within a given time frame.
	Ess.
	
	(
	(
	Practical Research Test

	Managing day to day relationships
	Identifies key business partners, understands their needs and motives, and can maintain a positive relationship balancing their aims with those of Comic Relief.
	Ess.
	
	(
	
	

	KNOWLEDGE        
	WHY
	IMP. 
	App
	Int
	Test
	Test Format

	Understanding of marketing principles 
	To adopt correct approach to promoting CR to public.
	Des.
	
	(
	
	

	Aims and objectives of Comic Relief
	Shows commitment and interest in CR
	Ess.
	
	(
	
	

	An understanding of Diversity
	In order to promote a diversity throughout the organisation
	Des.
	
	(
	
	

	QUALIFICATION/OTHER REQUIREMENTS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Willingness to work long hours on occasions.
	To meet campaign deadlines.
	Ess.
	
	(
	
	


JOB DESCRIPTION

JOB TITLE:


Corporate Fundraising Assistant (Employees) 
GRADE:


Assistant

DEPT/TEAM:


Marketing – Corporate Fundraising Team 

REPORTS TO:


Corporate Fundraising Officer (Employees)
PURPOSE OF JOB:

Provide support and advice for organisations undertaking their own fundraising; carrying out administrative tasks required to deliver our corporate fundraisers the assistance they need. Provide administrative support to the Corporate Fundraising Employee Team and assist with the management and relationship development of key accounts.

Specific Responsibilities

7. Fundraising Enquiries & Relationship Development

· Answer workplace fundraising enquiries received by email, post, telephone and fax, in a professional and friendly manner, fulfilling any requests promptly and appropriately
· Maintain systems for capturing information and data from the enquiries that can be used to develop new relationships with organisations and give insights and inform strategies for future campaigns

· Assist with the management of key accounts and Corporate Partner employee activity and  in some circumstances manage some of our smaller key accounts

8. Fundraising Administrative Tasks and Systems
· Liaise with our legal team to complete fundraising agreements for supporters that require them  
· Offer support to current or potential key accounts & highlight opportunities for development to the Corporate Fundraising Employee team 
· Work with the Marketing & Fundraising Communications  Assistant to collect fundraiser stories in the workplace which can be used for the current campaign or future campaigns to inspire and motivate others
· Record all stories, contact information, photos and fundraising totals on the agreed system, with the ability to search using key criteria. When necessary verifying a fundraisers total 
· Collect all the relevant permissions from the fundraisers to use their stories, where possible informing them when we do
· Ensure the process of collating fundraiser journeys is kept efficient, clarifying or proposing changes if necessary
9. General Administration 

· Organise meetings as directed, circulate papers, book rooms and take minutes 

· Act as a point of contact and information resource for the Corporate Fundraising Employee team in a helpful and professional manner and handling queries wherever possible

10. Corporate Fundraising Employee/Organisational Research 

· Carry out fundraising and industry research reports 
· Carry out competitor analysis and feasibility studies as required 
· Share learnings across the department and relevant teams 
11. General 
· Be confident in making cold calls when approaching companies to ask for their employee support

· Undertake any relevant work as delegated by Corporate Fundraising Team 
· Be self-servicing with administration

· Contribute to our overall debrief process 
· Maintain a good understanding of the fundraising and charity sector

· Share Comic Relief’s philosophy, participate as a full member of the Comic Relief team and support all its activities
· Being aware at all times of the Comic Relief Promise and investigating opportunities to 'blag' to reduce Comic Relief’s costs

PERSON SPECIFICATION FOR: NATIONAL FUNDRAISING ASSISTANT

Grade: Assistant

	EXPERIENCE       
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Solid experience of working in an admin environment – using admin systems 
	To carry out basic admin skills such as typing, filing, organising meetings, utilising computerised office systems. Must feel comfortable in an office environment, working in a team.
	Ess.
	(
	(
	
	

	Solid experience working with the public  and/or corporate contacts 
	Must feel confident in engaging with the public and company representatives over the telephone or in person, at all levels.
	Ess.
	(
	(
	
	

	Some experience handling research projects through a variety of mediums (telephone, using organisations and the Internet) 
	Researching ideas and finding people who want to support CR.
	Ess.
	(
	(
	
	

	Project management in a high pressure environment
	Working on projects from planning through to implementation.
	Des.
	(
	(
	
	

	Fundraising or marketing experience in the voluntary sector 
	An advantage.
	Des.
	(
	(
	
	

	Diary Co-ordination 
	To organise internal and external meetings on behalf of the Fundraiser.
	Des.
	(
	
	
	

	JOB SKILLS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Time management
	Must be relied upon to turn up for work on time, able to prioritise work in order to get important tasks completed by the appropriate deadline, allow sufficient time to prepare for important events or meetings and seek support when demands outweigh the available time.
	Ess
	
	
	(
	Prioritisation exercise

	Risk awareness
	Before acting, must consider the consequences of what they do on their work, their colleagues and on Comic Relief as a whole.
	Ess.
	
	(
	
	

	Attention to detail
	Must be able to produce work which is consistently accurate, which makes sense and which fits the purpose for which it was intended.
	Ess.
	
	
	(
	Written test

	IT literacy (MS Windows and MS Office)
	Must be able to create and edit documents using word processing or spreadsheet software, and to store and retrieve them on the network.  Must be able to use e-mail, an electronic calendar and the Internet effectively.  Being able to use MS Powerpoint is particularly important in this job.


	Ess.
	
	
	(
	Written test

	IT literacy (databases)
	Must be able to work with databases including data entry and generating reports
	Ess
	
	(
	
	

	Communications skills
	Must be able to write a clear letter with accurate spelling and grammar, and must speak clearly, confidently and politely on the telephone or at meetings.
	Ess.
	
	(
	(
	Written test

	Customer care
	Must answer phone calls courteously and promptly, listen to customers (both internal and external) and provide an efficient and helpful service.
	Ess.
	
	(
	
	

	Motivating contacts
	Must understand Comic Relief’s mission and values and can use them to persuade others to actively support the organisation.
	Ess.
	
	(
	
	

	Research 
	Must be able to understand the objectives of a research brief, identify and access appropriate information sources, and collate an appropriate amount of information within a given time frame.
	Ess.
	
	(
	(
	Practical Research Test

	Managing day to day relationships
	Identifies key business partners, understands their needs and motives, and can maintain a positive relationship balancing their aims with those of Comic Relief.
	Ess.
	
	(
	
	

	KNOWLEDGE        
	WHY
	IMP. 
	App
	Int
	Test
	Test Format

	Understanding of marketing principles 
	To adopt correct approach to promoting CR to public.
	Des.
	
	(
	
	

	Aims and objectives of Comic Relief
	Shows commitment and interest in CR
	Ess.
	
	(
	
	

	An understanding of Diversity
	In order to promote a diversity throughout the organisation
	Des.
	
	(
	
	

	QUALIFICATION/OTHER REQUIREMENTS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Willingness to work long hours on occasions.
	To meet campaign deadlines.
	Ess.
	
	(
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