INTERN ROLE DESCRIPTION

TEAM: 

Water Industry Partnership Team 
ROLE TITLE:           Fundraising Intern (Voluntary)
REPORTING TO:
Water Industry Partnership Officer 
LOCATION:
47-49 Durham Street, London DE11 5JD 

EXPENSES:
Volunteer Terms (receipted travel expenses within greater London and lunch allowance) 
TIME COMMITMENT: 3 days a week over a period of 3-6 months
BACKGROUND:

WaterAid’s aim is to help some of the world’s poorest people gain access to safe water and basic sanitation and the benefits this brings. By working with communities in low cost, self-help schemes using technologies that are appropriate to local conditions more than 14 million people have been reached with safe water since 1981 and 9.4 million people with sanitation since 2004.
Background to role:

WaterAid’s Water Industry Partnership (WIP) team is part of the Major Partnerships Team which is responsible for maximising fundraising and awareness raising opportunities through the water industry, business, events and community groups. The WIP team has specific responsibility for WaterAid’s relationship with the UK Water Industry. The funds are largely raised through corporate events, employee fundraising and the WaterAid lotteries. Support from the Water Industry is outstanding and the numbers of events and activities continues to increase. There is therefore the need to ensure that the WIP team is well resourced and can continue to provide a high level of supporter care and fundraising expertise. 

PURPOSE OF ROLE:
To support the WIP team by providing crucial fundraising and administrative support and co-ordinating the logistics of specific fundraising events and initiatives
KEY TASKS

· Assisting the team with logistics of specific fundraising events and initiatives
· Assisting the team with day to day activities
· Assist on research projects and ideas for development in a range of areas
· Produce case studies for the Water Industry lottery 

· Produce thank you letters and newsletters for supporters in the Water Industry 

· Drafting articles for the fundraising magazine “On Tap” 

· Assisting in the production of reports for water companies relating to WaterAid’s work 

· Draft communications for colleagues 

· Maintain the intranet sites

· Update database records with accurate information and produce thank you letters to supporters;
· Send out resources and communications specific to the team
· 
· 
· 
We are looking for someone who has a flexible approach to working in a busy open plan office and someone who is committed to WaterAid’s stated vision and ethos. 
KEY SKILLS:

Essential skills:
· Excellent attention to detail and flexible approach to work
· Excellent research skills

· Confidence when speaking on the phone

· Excellent writing skills

· Excellent attention to detail

· Excellent IT skills

-    Commitment to WaterAid’s vision and ethos
Desirable:

· Previous experience of working in an office environment

· Previous experience of working or volunteering in the not for profit sector

· An interest in fundraising

RESOURCES PROVIDED BY WATERAID

Full induction to the role 
Monthly one to one meetings 
Internal training courses relevant to the role

Lunch time talks

Computer, desk 
An opportunity to learn more about fundraising practices 
TERMS & CONDITIONS:

See volunteer terms and conditions.
�


�Using Raiser’s Edge database





