ROLE DESCRIPTION
ROLE TITLE:
Direct Marketing Admin Volunteer 
REPORTING TO:
Rebecca Shore, Direct Marketing Assistant

REMUNERATION:
Reimbursement of travel expenses within Greater London, lunch allowance of up to £6/day (where the working day is more than 6 hrs)

LOCATION:

47 – 49 Durham Street, London SE11 5JD  

BACKGROUND:

WaterAid's mission is to overcome poverty by enabling the world’s poorest people to gain access to safe water, sanitation and hygiene education.  By working with communities in low cost, self-help projects using technologies that are appropriate to local conditions over 11 million people now benefit from WaterAid-funded projects throughout Africa and Asia.

PURPOSE OF ROLE:
This volunteer role has been created to support the growing, dynamic Direct Marketing team. Sitting within the Supporter Development and Retention team, the main purpose of this role is to help maximise WaterAid’s income from high value supporters through supporting the production of a mailing. This includes hand writing supporters’ names, compiling and enclosing 3,000 mailing packs to be sent out from the WaterAid head office. 
KEY TASKS:
· Hand writing names onto supporter proposals for a new fundraising initiative
· Compiling and enclosing mailing packs
· Assisting the Direct Marketing team with other activities as necessary
KEY SKILLS:
This position would suit someone who is flexible, with good handwriting.  The role is ideally suited for someone who enjoys working in a busy team, is meticulous and organised, has excellent attention to detail and is happy in an admin-focused role. Excellent verbal and written communication skills are vital.
Essential skills and attributes required include: 
· Excellent organisation skills and attention to detail
· Good handwriting 
· Commitment to WaterAid’s vision
· An interest in international development or fundraising
COMMITMENT OF TIME:

Either 3 days a week for 2 weeks or full-time over the course of 1 week.

