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Job Description


Post:			Lottery Engagement Coordinator 
Department:		Income Generation 
Salary:		£9,969.62 (£24,924.04 FTE) plus commission 
Hours:	15 hours per week (18-month fixed term contract)
[bookmark: _Hlk68772325]Reports to:		Lottery Manager 

Overall aims:
To help sign up new members to the hospice weekly lottery through engagement and promotion at events and venues within our communities. 

To be an ambassador for Eden Valley Hospice & Jigsaw Cumbria’s Children’s Hospice.  

Key responsibilities:

· Work with the wider lottery team to proactively identify opportunities and events to promote the hospice weekly lottery 
· Build good relationships with local venues and increase the likelihood of return visits
· Collaborate across the organisation to maximise cross-promotion opportunities
· Complete signups accurately and with attention to detail with all personal information recorded in line with Data Protection and Information Governance laws and hospice policies and procedures 
· To create an attractive and engaging marketing presence to include erecting displays stands, and other marketing aids and promotional literature/materials.
· Contribute to the development of appropriate standard documentation for the lottery ensuring that it is compliant with best practice and gambling and fundraising legislation and regulations.
· Ensure compliance with all Hospice policies and procedures
· Report as necessary any faults re: equipment or office accommodation and ensure the safety and security of the building is met
· Take good care of all equipment, membership recruitment aids and clothing provided
· Provide a high level of customer service and donor care to all of those who you come into contact with in your role at all times 
· Communicate the opportunity of lottery membership to the general public without pressurising or damaging the reputation of the Hospice
· To undertake all training required by the Hospice to ensure the role is compliant with gambling and fundraising regulations, as well as lone working policies and procedures.
· To remain up to date with the Hospice strategy and services in order to give informed answers to questions prospective members and the general public 
· Stay abreast of developments and best practice within the sector
· Take responsibility for own area of work using own initiative and acting independently within appropriate guidelines, referring to the Lottery Manager where necessary. 


Health and Safety
All employees have a duty to take reasonable care to avoid injury to themselves and others. They are to make themselves aware of the Eden Valley Hospice’ Health and Safety Policy and procedures, thus ensuring a safe working environment.  Line Managers are responsible to promote working safely and ensuring that their team are carrying out duties in a safe manner.

Data Protection and Confidentiality
All employees have a responsibility in line with information governance to maintain confidentiality and ensure the principles of the Data Protection Act 2018 are applied to patients, clients, staff, volunteers and Hospice business information, including electronic information.  Only information required to fulfil the duties of the role should be accessed by the post holder.

All employees have a responsibility to use electronic systems in a way that preserves the dignity and privacy of people, helps to ensure services of the highest quality, and is compliant with the law and Hospice policies and procedures.

Training
All employees are expected to keep their mandatory training up to date. Line Managers are responsible for ensuring their team have adequate time and resources to ensure all mandated training requirements are completed.  Annual appraisals are to be completed in a timely manner, in which relevant development and training requirements are identified.


The range of duties and responsibilities outlined above are indicative only and are intended to give a broad flavour of the range and type of duties that will be allocated. They are subject to modification in the light of changing service demands and the development requirements of the post holder.




Person Specification
Lottery Engagement Officer 

	Knowledge and Qualifications
	Essential
	Desirable

	GCSE qualifications or equivalent, including Maths and English 
	
	

	Knowledge of the Gambling Commission Act 2005 
	
	

	Knowledge of charity law and guidance 
	
	

	Experience
	
	

	Experience of working within a charity, sales, or customer facing environment 
	
	

	Experience of working to targets 
	
	

	Experience dealing with members of the public  
	
	

	Skills and abilities
	
	

	Ability to communicate positively and professionally with potential supporters 
	
	

	High level of accuracy and attention to detail 
	
	

	Ability to work calmly and methodically under pressure 
	
	

	Excellent verbal communication skills and ability to communicate with a wide range of people. 

	
	

	Ability to manage time by multi-tasking and using own initiative
	
	

	Aptitude and enthusiasm for embarking on fresh initiatives
	
	

	Personal qualities
	
	

	Approachable, professional, and compassionate, with the confidence to initiate conversations with members of the public 
	
	

	Strong sense of responsibility and accountability
	
	

	Able to act on own initiative as well as a team member
	
	

	Good interpersonal skills and ability to communicate at all levels
	
	

	To adhere to and work within our hospice values
	
	

	Special requirements
	
	

	Car driver – full driving licence and access to own transport
	
	

	Willingness to work flexibly to meet the needs of the service, this may include very occasional weekends or evenings with advance notice, with time off in lieu given 
	
	




This document is subject to review as part of the annual appraisal process and in case of any changed service provision following discussion with the post holder.
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