LOROS

Hospice Care for Leicester, Leicestershire & Rutland

Being there for you
and your famaily

Role Description

Role Description

ROLE TITLE: Fundraising Admin Volunteer (Non-clinical)

REPORTS TO: Supporter Engagement Coordinator (Cash Generation)
HOURS OF WORK: 2-4 Hours, once a week

BASE: LOROS Hospice, Groby Road, Leicester

Impact Statement

Good administration and research is the foundation of what we do in the Fundraising team. It
ensures the efficient running of every area of activity, including our ability to work effectively
with supporters to enable us to raise as much money as possible to continue LOROS’ vital work.

Summary of Volunteer Role
This role supports the Fundraising team to complete general office and administration, to enable
us to better raise money to support LOROS’ work.

Key Volunteer Duties
e Assist in preparation of documents using basic word/excel.
e To assist with general office duties including scanning, photocopying, shredding,
distribution of letters and emails, etc.
e To undertake basic research online relating to fundraising initiatives and potential
supporters
e To update and maintain accurate files and records both manual and electronic

e To update and maintain aspects of our database (full training given)

Essential Requirements
e A successful DBS Check
e Familiar with Microsoft Word and Excel
e Able to carry out administration tasks effectively, such as letter writing,
answering phones and emailing
e Able to use databases

Personal Qualities to fulfil role

Friendly, Flexible and Reliable

Good communication and interpersonal skills
Good organisational skills

Attention to detail and accurate.

Team player andPositive ‘can do’ attitude
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Learning and Development required to fulfil role

Mandatory Training (Annual)
e Fire Safety Awareness
Health, Safety & Wellbeing
Equality and Diversity
Safeguarding (indlucing PREVENT
Data security (including confidentiality)
Infection prevention
LOROS IT Induction

On the job training carried out by the manager, volunteer buddy or volunteer
co-ordinator
e Induction to LOROS, the fundraising team and general duties
e Systems of specific work
e Training on LOROS databases e.g. Raiser's Edge. (Customer relationship
Management System)

General guidelines for volunteers:

1. All volunteers are subject to:
e Equal Opportunities Legislation,

e The Data Protection Act
e The Health and Safety at Work Act 1974.
e LOROS Safeguarding Procedures
e LOROS Confidentiality Policy.
2. All volunteers should be aware of and aim to contribute to LOROS’ Vision and

Mission and also strive to exhibit the Values & Behaviours at all times (see Our
values and behaviours below).

3. All volunteers will receive a handbook which outlines key information.

4, All volunteers are entitled to receive appropriate training and support to fulfil
their role, this will be discussed and appropriate plans put into place by their
manager.
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Our vision and mission
Q\ﬁsinn

Everyone with an incurable illness has the right to excellent care. This should
value and respect their uniqueness and their own choices. People should be
enabled to live and die with dignity and with appropriate and compassionate
support for themselves and their loved ones.

©) Mission

LOROS is a charity whose aim is to enhance the quality of life of adult patients
with cancer, progressive neurological conditions and end-stage organ failure
for whom curative treatment is no longer possible. Patients are treated at

the Hospice and in the community based upon dinical need, regardless of
background and the ability to pay.

LOROS specialises in holistic, multidisciplinary care, focused on the whole
person and including family and carers. The care given takes into account the
patients’ physical, psychological, social and spiritual needs as well as their own
choices. Family members are supported in adjusting to loss and bereavement.

LOROS contributes to the education and training of its own and other health
and social care professionals and of volunteers. The charity is also committed to
research in order to improve the understanding and practice of palliative care.
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LOROS Hospice is a registered charity and also a company limited
by guarantes which is govemned by a Board of up to 15 unpaid
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