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ACTION FOR KIDS CHARITABLE TRUST

JOB DESCRIPTION

JOB TITLE:



Mobility and Funding Officer
REPORT TO:


Advocacy and Mobility Services Manager
STAFF RESPONSIBILITY:
None

HOURS:



21 hours per week

SALARY:



£15,000 (pro rata to £25,000) 
LOCATION:



Hornsey, London N8 9DJ (currently hybrid working)
DBS:
This post is subject to a basis criminal record check. 
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Context Of Job

AFK helps and empowers young disabled people and promotes an independent lifestyle by providing employment and training opportunities, as well as mobility equipment not available on the NHS, including bikes and trikes.  
Overall Job Purpose

To manage all administrative processes relating to the charity’s Mobility Service; to fundraise for individual mobility applicants; to provide advocacy support to families and young people when necessary
Working Conditions

This is a part-time post of three days working for the Mobility team (including one day of mobility fundraising related work)
The post holder may be expected to work occasional evenings and weekends as required by the job.  

AFK operates a no smoking policy.  
Working Relationships

Close working relationship with the Executive Director of Services, the Advocacy and Mobility Services Manager, members of the Fundraising and Communications team and the Finance team. 

On a day-to-day basis there will be regular contact with beneficiaries and their families, mobility equipment suppliers, health professionals, and service managers.

Main Responsibilities

Mobility Services
· Providing direct phone and email support and information to families and young people about the services the mobility team provides
· Processing applications from parents and young people for mobility equipment such as trikes and wheelchairs (including responding to families and asking for further information) 
· Completing orders for equipment, which includes liaising with families, negotiating discounts with suppliers, paying invoices, and following up with families and suppliers
· Monitoring and authorising maintenance repairs to the wheelchairs we have funded for children and young people, including contacting companies and families
· Developing systems to monitor income and expenditure on equipment and maintenance via Excel, CARE, and Upshot
· Generating database reports relating to the equipment we have provided including for monitoring purposes
Fundraising and Communications
· Helping selected families with their individual fundraising by setting up online sites, writing to businesses, and drafting applications to national and local charities
· Working with our Fundraising and Communications team by documenting information for funders, writing reports for funders, and creating case studies for AFK appeals and AFK Communications/PR

· Monitoring and reporting on the funds raised via individual fundraising support 

· Developing and updating systems to support the Communications Manager, for example a case studies spreadsheet

· Researching and developing a list of grant providers for under 18s and over 18s
· Contacting families to invite them to events
Other
· Provide the Executive Director of Services with written reports as and when required

· Undertake any other reasonable duties as required within the remit of the post
PERSON SPECIFICATION

Mobility and Funding Officer
Essential Criteria
Experience and Skills

Experience of developing and implementing MS office systems in a busy environment
Competent and accurate database, spreadsheet, and word processing skills for inputting, generating reports, and writing correspondence

Excellent communication and interpersonal skills, with the ability to work collaboratively and effectively within a team and with a range of stakeholders

Ability to communicate accurately and sensitively with parents and disabled young people who may be in more vulnerable situations
Experience of managing a busy workload and meeting deadlines in an organised manner

Knowledge
Awareness of and commitment to equal opportunities and anti-discriminatory practice

Understanding of and commitment to the aims and objectives of AFK
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