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JOB PROFILE

Job title: International Fundraising Officer, WSPA International (Full-time)
Period: Fixed term contract for 6 months (with possible extension)
Main Purpose of Job: Day-to-day coordination of WSPA International’s New Market Entry (NME)/Investment Programme. This includes supporting Face to Face, Direct Marketing, and DRTV acquisition campaigns and implementation of the ongoing retention and development programme for acquired supporters and related administrative duties. There may be some overseas travel.
Position in Organisation:
· Reports to International Marketing Manager, in London 
· Sits within the International Marketing team, based in London
· Liaises with International Fundraising Managers and International Comms and Programme staff internally and with key suppliers and some country office staff externally. 
· Project manages agencies to successfully deliver fundraising activity
Scope of job

· Day to day management of supporter acquisition and development (on & offline) in New Markets
· Assisting with day to day support of  WSPA offices

· Managing operational elements of NME budgets to help ensure that income targets for the supporter acquisition and development programmes are met
· Working closely with various fundraising agencies, ensuring messaging is on brand, the fundraisers are regularly trained (where appropriate) and they have the required materials to recruit new donors

· To work closely with the International Marketing Manager – specifically to input into the annual fundraising planning process and feedback at regular update meetings
· To liaise closely with the International Fundraising Resources team in the production of materials to develop New Market activity and support existing markets

· To provide high-level administrative support to the International Marketing Team

· Additional duties as and when required 
Dimensions & Limits of Authority

· Responsible for day-to-day liaison with external agencies to deliver fundraising activity

· Responsible for coordinating the production of fundraising materials, from briefing to delivery
· Responsible for ensuring supporter services agencies are fully briefed (internally & externally)
· Responsible for working within the International Marketing budget set out at the beginning of each financial year
· Responsible for accurate communication of factual information within WSPA and to external agencies
· Work integrally with the International Communications Team to ensure all external messaging, branding and communications are accurate and operating within WSPA guidelines
· Key point of contact for all day-to-day fundraising activity in WSPA’s New Markets
Qualifications
Degree or equivalent  desirable.
Direct Marketing or Fundraising qualification desirable.
Experience

Essential
· A substantial and relevant Fundraising/Direct Marketing background  
· Excellent written and oral communication skills
· Excellent written and numerical accuracy with good attention to detail

· Proven project management skills. The ability to meet deadlines, targets and work effectively under pressure

· Strong computer skills, in particular Microsoft Word, Excel and PowerPoint
· Strong organisational skills, with the ability to manage your own time plus the time of others  e.g. suppliers or external agencies
· An excellent team player 

· Excellent interpersonal skills

Desirable

· Experience in fundraising, specifically Face to Face (F2F) 
· Database management skills
· Experience of delivering or coordinating training or coaching

· Good command of an additional language
· Experience and understanding of online marketing

· Experience or understanding of INGOs/ NGO’s
· Experience or understanding  of Animal Welfare or an Animal Welfare organisation

Part 2: DUTIES & RESPONSIBILITIES

Job title: International Fundraising Officer, WSPA International
Day to day management of supporter acquisition and development (on and off line)
1. To be the main WSPA contact for fundraising agencies in WSPA’s New Markets (currently Thailand, Spain and Japan)
2. To understand and provide support to International Fundraising Managers with the agreed retention programme for existing supporters. This includes e-communications, telephone and printed materials

3. To work with the International Marketing and Communications Team to support  the production of all retention materials

4. To liaise with the International Fundraising Resources Team in the sourcing of information and checking information for accuracy

5. To keep up to date records both electronically and on paper (where necessary) 

6. Maintaining and developing administrative systems
7. To manage the delivery of regular supporter communications (both financial and non-financial) in all new Markets
To manage budgets and meet income targets for the supporter acquisition and development programme 

1. To work from the agreed marketing budgets
2. To make sure all billing and invoicing is completed within payment terms and is accurately recorded 
3. To keep a record of all income and expenditure, and balance this against budget

Working closely with the fundraising agencies, making sure messaging is on brand, the fundraisers are regularly trained and they have the required materials to recruit new donors

1. To manage all day to day queries from the fundraising agencies
2. To work closely with the supporter services agencies, to maintain the external supporter database

3. To answer supporter services queries that come in via the external supporter service agency
4. To carry out refresher training with the F2F fundraisers. Ensuring they’re up to date on all the latest Animal Welfare issues, their concerns or queries are regularly answered and they are supplied with WSPA materials to assist recruitment
To work closely with the International Marketing Manager – specifically to input into the annual fundraising planning process

1. To assist on the development of the fundraising plans in WSPA’s New Markets
2. To assist the International Marketing Team in delivering the targets set out in the budget (acquisition & retention) for both new and existing markets
3. To provide regular income and expenditure reports to International Marketing Team

To coordinate the supporter services function, attached to fundraising, within New Markets. This will be via fundraising agencies.

1. To brief, monitor and answer any donor queries the external supporter services teams are unable to answer
2. To keep WSPA International up to date on the fundraising activity, in case they have to address a supporter query
3. To monitor supporter queries and feedback, ensuring supporter contact elements of the campaign are effectively managed

Other

1. Request and collate WSPA Programmes  information, evaluations, reports and feedback as necessary 

2. To be flexible with working times that may include evening and weekends

3. Must be able to travel internationally
4. To carry out any other task as reasonably requested

