The Lullaby Trust Job specification


This post is subject to a satisfactory Criminal Records Bureau (CRB) declaration. A full CRB check may be carried out on randomly chosen declarations which will disclose all cautions, reprimands and warnings as well as convictions.
	1. Post

	Post:
	Events & Community Manager  


	Department:
	Fundraising


	Salary:
	£33,000-£35,000

	Date:
	June 2017

	2. Supervisory responsibilities/position in structure

	Responsible to:
	Head of Fundraising


	Responsible for:
	Challenge Events Officer
Community & Campaigns Officer 
Occasional volunteers and interns 


	3. Main function of job (Note: in addition to these functions employees are required to carry out such other duties as may reasonably be required)


	1. To oversee Challenge and Community events to ensure income is maximised

2. To lead on Special Events  and support the work of the Events Committee


3. To support the Head of Fundraising  and deputise in her absence


4. To line manage the Challenge Events Officer and Community and Campaigns Officer




	4. Main duties (brief description)                                                                                      

	1. To oversee challenge and community events 

· Oversee all challenge and community events ensuring that The Lullaby Trust maintains existing level of income from these activities

· Set budgets for all events, monitor expenditure and income and reach agreed targets

· Oversee stewardship of all events to ensure that all our supporters have a positive and rewarding experience.  Oversee accurate stock levels , update stock and source quotes from suppliers. 

· To project manage The Lullaby Trust’s largest challenge event: The London Marathon.  To liaise with external agencies on contracts, manage the gold bond application process / recruit own place runners.  Steward and build excellent relationships with supporters to maximise income and encourage repeat participation.  Manage training sessions and all on the day logistics, including the post-race party and massage etc. 

· To work closely with the communications team, to produce event collateral and input into monthly e-shots. 


2. To lead on special events 

· Grow and develop our special events calendar.   Plan, manage and deliver events to the highest standard and ensure they meet their objectives
· Work closely with the high net worth individuals who make up the Events Committee to maximise the success of our  special events portfolio (currently consisting of an annual carol concert, a gala dinner and other smaller annual events) 

· Develop, build and nurture the Events Committee, Sibling Committee and emerging Philanthropy Board, keeping in regular contact and arranging meetings

· Provide creative and innovative ideas for high calibre, bespoke events, on occasion involving important and/or high profile guests such  including  our Royal Patron, HRH Duchess of Gloucester and/or celebrities 
· Source and liaise with external agencies/companies such as performers, caterers, venues etc.  Sourcing gifts-in-kind including auction lots and raffle prizes.  Work with the Corporate Officer to secure event sponsorship
· Evaluate and report on the success of each event and consider areas of improvement for future event planning 

3. To support the Head of Fundraising 

· Deputise for the Head of Fundraising where appropriate 

· Contribute to the development and implementation of the fundraising strategy

· Assist in the development of the overall annual fundraising budget and monitor management accounts 

· Liaise and work with the CEO and other members of SMT when required 

· Assist with the preparation of written reports to the Board of Trustees 

· Support the Head of Fundraising in inspiring the fundraising team and ensuring the team are motivated and driven 
· Maintain good relations with trustees and volunteers, attending Committee meetings as required
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	4. To line manage the Challenge Events Officer and Community and Campaigns Officer
· Line manage the Challenge Events Officer and Community Campaigns Officer in accordance with the charity’s HR policies

· Motivate and lead the team and act as a role model

·  Regularly meet with team  individually and collectively 

Oversee objective setting and appraisal processes for staff in line with procedures

· Attend and input monthly management meetings
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	5. Requirements to carry out job

	Essential or desirable requirement – please indicate against each heading
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	Qualifications/education required:
	
	

	 GCSE standard 

 Degree/Higher Education 


	E
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	Competencies required:
	
	

	Substantial experience working within Special Events, Challenge Events and Community fundraising

Experience of working with major donors  and / or committees 

Experience of working to and achieving financial targets 

Ability to form and maintain sound relationships and to work within a team

Commitment to the highest level of donor care

Commitment to high standards in all areas of work 

A diplomatic approach and ability to deal sensitively with bereaved parents who contribute to fundraising initiatives

Ability to represent The Lullaby Trust at events and functions 
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	Any particular aptitude / skills required: 

Knowledge of Special Events, Major Donor, Challenge events and Community fundraising best practice and relevant legislation

Experience of developing existing income streams and identifying new income opportunities

Excellent self-management skills, including ability to plan and prioritise own work load and work to deadlines

High level of efficiency, ability to cope under pressure

Excellent relationship builder both on phone and in person, ability to effectively communicate with donors 

Knowledge and experience of setting and monitoring complex budgets

Experience of line managing staff and volunteers

Good working knowledge of Word, Excel and Outlook 

Good working knowledge of Raiser’s Edge
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	Personal characteristics required:
	
	

	Self-motivator with initiative. 

A ‘can do’ attitude 
Proactive, innovative and responsive approach
Commitment to the organisation’s strategic goal to reduce the rate of unexplained infant deaths by 2020
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	6. Special terms

	Working in different locations:
	Attending Lullaby Trust events outside of the office as and when required, this may include some evening and weekend work. Time Off In Lieu will be given when this occurs. 

	Benefits
	25 days annual leave pro rata per annum 

Eye-care vouchers and child care vouchers
Free travel loan to work after 6 months 

The Lullaby Trust offers a salary sacrifice pension scheme to all employees following completion of an interim probation review. We encourage you to contribute at least two and five per cent of your salary and will match up to 5% of this contribution to your scheme.

	Application details
	To apply for this role please submit an application form by Friday 30  June via email to:
annat@lullabytrust.org.uk
Tel: 020 7802 3210
Provisional interview dates:  w/c 10 July  
The Lullaby Trust, 11 Belgrave Road, London SW1V 1RB
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