VOLUNTEER ROLE DESCRIPTION 
ROLE TITLE:
     Donation Handling and Administrative Volunteer
EXPENSES:

     Travel & lunch expenses to be agreed
LOCATION:

     47 – 49 Durham Street, London SE11 5JD
TIME COMMITMENT:   A minimum of 3 months commitment. 


Working 2-3 days a week between the hours of 10:30 and 15:30
 
hours and days of work to be agreed

WATERAID:
WaterAid is the UK’s largest charity dedicated solely to the provision of safe water, improved sanitation, and hygiene education – the basic human rights that enable people to take their first, essential steps out of poverty. We work with local partner organisations and benefiting communities to ensure that appropriate technologies are used to address the real issues behind poverty and we stress the importance of working with groups who find themselves marginalised - such as the poorest people, women, the disabled, the elderly, or those living with HIV/AIDS. 

THE ROLE:

The Supporter Services team is responsible for keeping WaterAid supporter details up to date, as well as providing administrative support to the different fundraising teams within the charity. This role will help you to gain an understanding of WaterAid’s fundraising and supporter care.    
BENEFITS TO VOLUNTEERING:
· Gain valuable experience of working in an international development charity 
· Enhance knowledge of WaterAid’s work
· Training on Raisers Edge, a database used in many UK charities
· Full induction to the role and training
· Opportunity to liaise with other fundraising teams
· The chance to attend lunchtime lectures and talks – providing you with an insight into the work we do  
· Travel and lunch expenses.
PURPOSE OF THE ROLE:
· Maximise WaterAid’s income by assisting with the handling of inbound correspondence - including monetary donations - in a positive, enthusiastic and confident manner

· To undertake administrative tasks essential to maintaining a consistently high level of service to supporters
KEY TASKS:

· Assistance with sorting post and correspondence
· Processing of cheques and other payments/transactions
· Categorisation of donations by income type and fundraising activity
· Accurate input of donations onto WaterAid’s database (Raisers Edge), ensuring that all income is coded correctly
· Send out of acknowledgment letters within reasonable timescales, ensuring continued supporter satisfaction
· Update and addition of new supporters’ details to the database
· Handling varied types of supporter correspondence
· To be aware of policies and regulations affecting WaterAid’s work – such as data protection, Gift Aid and others as advised  
N.B. in-depth training on all the above will be provided

KEY SKILLS:

Essential skills:

· Computer literate in all office packages, with the ability to input data quickly and accurately
· Confident (and highly numerate) in managing money transactions and processes
· Ability to approach work methodically and with a continuously high level of accuracy

· Able to stay focussed and motivated whilst undertaking routine administrative tasks
· A commitment to WaterAid’s mission statement and values
· An interest in supporter care or fundraising 

Desirable:

· Knowledge of donation handling, Gift Aid and data protection requirements

· Previous experience of using The Raiser’s Edge
COMMITMENT OF TIME:

A minimum of 3 months, working between 2 and 3 days per week between the hours of 10:30 and 15:30.
