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Colchester Hospitals Charity

making your hospitals
even better




VOLUNTEER PLACEMENT DESCRIPTION

VOLUNTEER TITLE :

Fundraising Administrator
LOCATION :



Villa 8, Colchester General Hospital, 
AREA :



Colchester Hospitals Charity
ACCOUNTABLE TO :

Fundraising Manager
RESPONSIBLE TO :


Caroline Bates
HOURS :
7+ hours per week by arrangement
COLCHESTER HOSPITAL UNIVERSITY NHS FOUNDATION TRUST CHARITY

Colchester Hospital University NHS Foundation Trust Charity works to make a hospital visit or stay more pleasant by providing many extras that would not or could not be supplied by the NHS alone. Our supporters tell us what they would like to support and we ensure that their wishes are met. COHOC supports patients and staff by working with The Trust in these key areas: 

· Patient care and clinical area enhancements
· Equipment 
· Staff training and education 
ROLE PURPOSE

· To support fundraising by undertaking essential administration
· No experience of fundraising is required

PERSONAL QUALITIES, SKILLS AND EXPERIENCE REQUIRED
· Reliable
· Attention to detail and accuracy 

· Good communicator

· Recording information
· Familiar with Excel spread sheets and Microsoft Office
· Good communication skills

· Empathy with the aims of the charity and Colchester Hospital University NHS Foundation Trust
SUMMARY OF RESPONSIBILITIES

· Transferring paper donor records onto a spreadsheet
· Contacting donors to request gift aid declarations
· Recording gift aid declarations

WOULD SUIT

Someone who is looking for work experience in an office environment

FOR MORE INFORMATION CONTACT 
Kim Simmons | Volunteer Manager | kim.simmons@colchesterhospital.nhs.uk 

Caroline Bates | Fundraising Manager | caroline.bates@colchesterhospital.nhs.uk 

NOTES

There is no patient contact with this role
Health & safety procedures must be adhered to at all times
Registered Charity Number 1051504
