Fundraising and Executive Assistant to Director
Salary Range: £23,000 - £27,000 Pro Rata, dependent on experience
The Role
The MfM Director needs high-level support across fundraising, partnerships, advocacy and organizational management in the UK and Madagascar. 
This role will combine that support with a specific focus on donor stewardship and volunteer management. 

Three main areas of responsibility are:
1. Administrative support to whole Organisation
· Provide excellent administrative support to the organisation
· Responsible for HR functions – to include maintenance of staff records in relation to annual leave, coordinating recruitment and contracts, handling HR queries.

2. Administrative support to Executive Director
· Prepare briefings for the Director in advance of key meetings with Donors and Partners
· Manage Director’s diary and liaise effectively with key internal and external contacts
· Support the Director and Chair in the management of the Board and key Committees. Tasks include:
· schedule meetings
· prepare agendas and collate papers in advance of meetings
· minute meetings and manage action points

3. Donor & Volunteer stewardship
· Donor care for whole database, with special attention to stewardship of key Donors and Partners, Board and support to the Director and fundraising team
· Volunteer management to include:
· recruitment and supervision of volunteers to assist team with specific tasks
· work with the Director and other staff to identify key volunteer roles
· on-board and manage the experience of all volunteers in collaboration with their line manager
· Work with the Community Fundraising and Digital Communications Officer to promote and celebrate volunteer and donor engagement
· Potentially develop a specialism in legacy fundraising
· Triage/respond to Donors and enquirers in a timely and appropriate manner
· Entering donations into the CRM (eTapestry)


Person Specification
· Strong administrative experience and understanding of organizational management, ideally in the Not For Profit sector
· Experience in effective diary and Board management, in either a paid or voluntary capacity
· Experience of HR administration
· Confident and polite in all verbal communications
· Strong attention to detail in written communications 
· Experience in meeting management, including minute taking
· Strong in financial management and admin systems inc use of excel reports and CRM budgets and reports.
· A highly accurate, detail-orientated focus on text, image and branding consistency
· CRM: System management and utilization of data. Setting up and running report from the CRM to identify key fundraisers and donors that need bespoke stewardship.
· Available for hybrid working from home, within reach of Lancaster and willing to travel to other fundraising locations
· Available for flexible working and occasional  travel

Desirable
· Working knowledge of French and/or Welsh
· Any proficiency in Malagasy. 
· Experience of working or volunteering in international development contexts
· Experience of innovative community fundraising
· Experience of online digital content packages such as Canva
· Digital Communications: able to create and optimize content for use across all communication platforms and current knowledge of effective digital communications strategies
· Knowledge of fundraising event management
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