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Role Description

Volunteer Role:

Volunteer Gifts in Kind Appeals Coordinator
Team:


Fundraising Team
Location:

The Passage Day Centre, St. Vincent’s, Carlisle Place, London SW1P 1NL
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Commitment:
Ideally 2 half days per week, flexible within office hours (8.30am to 6.30pm Mon - Fri). This role could be shared between 2 volunteers so if you are available once per week, please also let us know. 
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 identify requirements throughout The Passage and contact other organisations with the aim of securing donations of the required goods and services. 
About this role

This role would suit somebody who is confident meeting with Passage staff to identify their requirements. The Passage is often offered donations of goods and services (e.g. clothing, furniture) and most of the role is matching the goods and services available to the requirements. It will occasionally also involve contacting companies in order to try and secure donations to The Passage. Some items donated to us are sold on Ebay as part of our fundraising efforts. Experience in fundraising, sales or a knowledge of business practices or local businesses in the Victoria are may be useful in this role. 

Tasks will include
· Developing a procedure for Passage staff to feedback their requirements

· Building contacts with companies who give goods to The Passage

· Developing a strategy for contacting companies to secure goods and services as donations to The Passage

· Contacting companies to fact-find and arrange meetings

· Researching opportunities

· Keeping accurate records of contacts and correspondence
Qualities needed

· Reliability and good timekeeping

· Confident and friendly telephone manner
· Excellent communication skills
· Experience of using database systems, ideally Salesforce, and a basic knowledge of Ebay (or a willingness to learn)
· Strategic thinking 
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






