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Role Description

Volunteer Role:

Legacies and in memoria Giving Administration Volunteer
Team:


Fundraising Team
Location:

The Passage Day Centre, St. Vincent’s, Carlisle Place, London SW1P 1NL
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Commitment:
One half day per week, flexible within office hours (8.30am to 6.30pm Mon - Fri). This role could be combined with helping with other aspects of the Fundraising Team’s work. 
Minimum commitment of 6 months
Supervisor:

Andrew Hollingsworth, Business Director 
The Passage

Our mission is to provide resources which encourage, inspire and challenge homeless people to transform their lives. 
Homelessness can be caused by many factors, including relationship breakdown, unemployment, physical or mental health problems, an addiction or leaving an institution, such as prisons, care homes or the armed forces. We have a flexible, individualised approach to meeting people’s needs. 

The Passage has a Day Centre offering a wide range of services, including hot cooked food, housing advice, health services, training and job search assistance. We also have a hostel and studio flats which offer temporary 
accommodation. 
Team information
The Fundraising Department at The Passage is mainly composed of volunteers, led by the Business Director. Volunteers help with every aspect of fundraising, from organising events to the daily processing of donations. We are looking for someone to support the Business Director in dealing with correspondence with benefactors intending to benefit The Passage through their Will and with executors of estates of which The Passage is a beneficiary. #there will be some work with the Business Director in Promoting legacy and in memoria giving. 
About this role

This role is ideal for somebody who is well organised, enjoys drafting correspondence and making phone calls. This role would suit someone who has outline knowledge of the processes of Will making and of the administration of estates such as a retired solicitor but we do not necessarily require someone who has practiced in this area. 

Tasks will include
· Dealing with enquiries from potential benefactors and their Will writers

· Responding to correspondence from executors and maintaining a register of estates in administration of which The Passage is a beneficiary

· Dealing with undertakers and/or relatives when donations are to The Passage, including generating thank you letters and keeping track of the total received

· Working with the Business Director to look at ways of promoting remembering The Passage in your Will and in memoria giving, e.g. through HR departments of corporate contacts

In addition to the core role working on legacies and in memoria giving, a volunteer in this role could also assist with other elements of the Fundraising Team’s work. This could include processing donations, writing applications to trust funds or helping with mail-outs. 
Qualities needed

· Empathy and sensitivity
· Good telephone manner
· Letter writing skills and good written English
· Reliability and good timekeeping
What you can expect

· Volunteer induction into The Passage
· Instruction, guidance and support to carry out your role effectively

· Travel expenses reimbursed

· Free meal if you are volunteering during specified meal times
· A friendly environment and a rewarding experience  

Recruitment Method:   Application Form, Meeting, 2 reference checks and CRB






