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transforming lives after spinal cord injury.





Job Description: Community & Challenge Events Manager
Reports to: Head of Public Fundraising

Hours: 21 hours

Location: This is a hybrid role and there is a requirement to be in the Wandsworth office at least one day per week. There is also occasional evening and weekend work, for which you will be given time off in lieu.
About Back Up: At Back Up, we inspire people affected by spinal cord injury to get the most out of life. For over 30 years we’ve helped people and their families to rebuild their independence after a devastating spinal cord injury. Our award-winning, practical services challenge the perceptions of what’s possible and increase skills and confidence.

About the role: We’re looking for an energised and passionate community and events fundraising professional to drive this income stream forward through delivery of a diverse, inclusive, challenging and fun portfolio of challenge events and community activities. You will play a key role in ensuring the continued success of the already brilliant portfolio, building on what is in place - as well as trialling new ideas to appeal to wider audiences, encouraging participation and awareness in the work of Back Up and the impact of fundraising.
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Specific duties:
· Line-manage the Community Fundraising Co-ordinator and the Challenge Events Coordinator, ensuring objectives are achieved, and opportunities for learning and development are identified and pursued.

· Drive forward the day-to-day running of the community and challenge events portfolio, including The Push, Do the Loop, London Marathon, BBQ for Back Up and various others throughout the year.
· Develop and implement detailed plans for each activity, ensuring each member of the team understands their requirements for involvement and delivers accordingly.

· Working with the Marketing and Communications team, explore and implement communications strategies to increase audience size and engagement in activities.

· Build plans to increase engagement in community and events across all touchpoints in the organisation, with consideration to service users and when their journey with Back Up will be enhanced by taking part in a fundraising activity.

· Develop collateral which supports the activities laid out in the portfolio, ensuring that all materials are on brand and support Back Ups wider work.

· Work with external suppliers to support with strategies, plans, materials and media as and when appropriate and required.
· Develop and implement robust stewardship journeys and engagement plans for each activity and on an ongoing basis throughout the year.

· Working with the Head of Public Fundraising, propose and agree budgets and targets for each activity.

· Alongside the Finance team, closely monitor all activities and their performance, providing regular reports and updates to the Head of Public Fundraising, Director of Fundraising and SMT as required.

· Ensure that appropriate measures are undertaken to identify and mitigate risks which may be associated with any event and activity.
· Log, report back on and action any complaints and feedback which may arise from a supporter in relation to an activity or event.

· Ensure that the database, Donorfy, is kept up to date with all supporter correspondence. 
PERSON SPECIFICATION: 

Candidates must fulfil the following essential criteria.

Essential skills

· Proven experience (3+ years) in fundraising event management, particularly community and challenge events.
· Strong communicator, able to engage confidently with a variety of stakeholders and corporate partners to maximise fundraising success.

· Excellent project management skills with a strong attention to detail – comfortable juggling multiple deadlines and delivering events to a high standard.

· A flair for innovation and creativity, with the ability to think outside the box and develop new event concepts.

· Outstanding communication and relationship-building skills to engage donors, corporate partners and volunteers.

· Proven experience of creating solutions or responses to problems related to event co-ordination.

· Ability to align events with the charity’s brand strategy and strategic goals, ensuring objectives are met.

· Committed to continuous self-improvement and development, with a willingness to learn and grow.
· Highly computer literate and a competent user of charity fundraising databases or comparable CRM systems; able to generate reports for analysis.
· Demonstrable personal and professional commitment to upload the principles and practices in relation to quality, diversity and inclusion. 

In addition, candidates that demonstrate any of the following desirable criteria will be at an advantage:

· Experience of Spinal cord injury

· Experience of working with influencers 

· Experience with updating website pages/online media

· Knowledge of programmes including MailChimp, InDesign and/or other graphic design packages.

· Experience of working in health or disability

We particularly welcome applications from those from black, Asian or ethnic minority backgrounds or those with higher level spinal cord injuries. 

TERMS AND CONDITIONS – Community and Challenge Events Manager
Type of Employment

· Permanent, 21 hours per week 
Pay

·  £37,000 - £42,000 pro rata per annum
Hours of work 

· Your normal hours of work will be between 9am and 5pm, a total of 21 hours per week.

· Some flexibility of working hours may be required in accordance with the needs of the charity. 

· Flexibility in working hours may be negotiated to enable a better work/life balance

Probation

· There will be a six-month probation period.

Notice Period:


· After a satisfactory six-month probationary period, two months either side, or to the end of term of contract. During probation, notice will be one week either side.

Disabled access

· The office is fully wheelchair accessible

Staff Benefits

· Holiday - You are entitled to 22 days paid holiday per year plus bank and public holidays. This increases by one day per year up to a maximum of 25 days (pro rata). Additionally, the office is closed between the Christmas and the New Year period giving an additional 3 days.

· Pension - Back Up has a designated stakeholder pension scheme that staff can join. With a staff contribution of 5% salary, Back Up will contribute 3% into this scheme. Back up’s contribution will increase by a 1% for every 2 years of service (cap at 6%).
· Generous sickness pay provision

· Access to financial advisor – annual initial exploratory meeting with an independent FSA

· Season ticket loan: an interest free loan for the purchase of a season ticket.

· Ride to work scheme

· Study and sabbatical leave

· “My day” – 17.5 (pro rata) hours per year to carry out voluntary work

· Life Assurance – 3 times annual salary
