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Job Description

	Job title:
	Lottery Co-ordinator

	Reporting to:
	Head of Income Generation

	Hours:
	15 hours per week

	Salary
	£10,914



		

		


Role purpose:
We are looking to welcome an enthusiastic and energetic team member to work with us in our lottery department. You will contribute to the hospice's income generation by developing and promoting the hospice lottery while consistently providing excellent support, care and stewardship to hospice supporters, volunteers, and partners.

Your hours will be 15 hours per week, and you will be based in the offices at the hospice in St Asaph.

Key Responsibilities

· Act as a point of contact for lottery enquiries by telephone, email, post, dealing with enquiries effectively and timely and providing a high standard of customer service.
· Process the weekly in-house lottery ensuring all aspects are completely accurately, on time and in line with Gambling Commission legislation. 
· Process direct debit and standing order instructions, cancellations and amendments.
· To accurately and consistently input high volume of lottery income on to the COMbase system, ensuring close control and accountability for all monies on COMbase, in line with Hospice policies and procedures.
· Maintain the COMbase lottery database accurately processing new members, amendments and cancellations.
· Prepare information for Gambling Commission returns on a monthly basis.
· Work with the Head of Income Generation to help develop lottery membership acquisition and retention. 
· Work with the finance team to ensure accurate and effective reconciliations of lottery income
·  Process all lottery invoices on Sage.
· Manage the lottery canvassers identifying events and venues they can attend to promote the lottery
· Compile, review and sort information to collate for the monthly reports
· To achieve pre-determined targets for lottery income 
· Preparation and delivery of monthly reports to the Income Generation Manager, Finance Manager and Fundraising Manager
· Work with the fundraising team and support the promotion of the lottery at events.



Other

· Attend staff meetings for the Hospice as appropriate.
· Undertake and comply with mandatory staff training.
· Must be prepared to work flexibly, including evenings and weekends as the role demands. Time off in lieu is given for this. 
· A full driving license and the use of your car are required. Expenses will be paid in line with St Kentigern's travel and expenses policy.
· All staff are necessary to comply with St Kentigern Hospice policies and procedures, including confidentiality, equal opportunities and data protection. 
· It is expected that you will be committed to the core purpose of the Hospice and will act as an ambassador for it, actively promoting the Hospice throughout your role. It is also hoped that, as the Hospice is heavily reliant on charitable donations, you will support promotional activities where possible, demonstrating your support to your colleagues in the spirit of teamwork.
· Professionally act at all times, respecting the needs of colleagues and volunteers and cooperating to maintain a positive working environment. 

Organisational information: 
St. Kentigern Hospice provides exceptional respite and end-of-life care to adults in Northeast Wales. The hospice is a charity, and its busy fundraising team is a vital and active hub of activity. 





	Criteria
	Essential
	Desirable 

	Education & Qualifications 
	Strong numeracy & literacy skills

	

	
	IT literate 

	

	Knowledge & Experience
	Knowledge of St Kentigern Hospice and the services it offers

	Previous use of COMbase

	
	Good organisational skills and ability to time effectively

	Experience of fundraising

	
	· Be proficient in Microsoft Office, previous administration or financial experience

	Experience with CRM databases

	Personal Attributes
	Strong attention to detail

	Ability to communicate in both Welsh and English (written and verbal)

	
	Ability to work calmly under pressure and be solutions-focused. 

	Fabulous networker

	
	Exemplary communication skills
· 
	Ability to speak at public events and present

	
	· Be self-motivated and be able to work independently as well as working as part of a team

	

	
	Full clean driving license

	

	
	Show commitment and motivation to the values and purpose of the hospice.

	






BENEFITS OF WORKING AT ST KENTIGERN HOSPICE

· The ability to transfer an existing NHS pension over to the hospice
· A contributory pension scheme
· Clinical staff are aligned with NHS pay rates. 
· Free occupational health support 
· Eligible for Blue Light Card and card holder benefits. 
· Real living wage employer
· Discounted staff menu available from Caffi Cariad.
· Access to outdoor spaces for both work and relaxation. 
· Free parking on site
· Enhanced benefits include; Maternity/paternity and adoption leave, occupational sick pay, free flu jabs, Bereavement leave and support, 5 weeks annual leave plus bank holidays
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