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JOB DESCRIPTION 
 
   
Job Title:  Head of Fundraising and Lottery  
    
Job Location: St Michael’s Hospice, St Leonards on Sea  
 
Responsible to: Income Generation Director 
 
Accountable to: Income Generation Director 
 
 
MAIN PURPOSE OF THE ROLE   

• To provide strategic direction, leadership and inspiration to the Fundraising 
and Lottery teams. 

• To create and develop ambitious strategic plans to maximise income from 
all voluntary sources, with responsibility for developing individual giving 
streams and associated engagement 

• To be a core member of the Capital Appeal team  
 
1 Strategic leadership 
1.1 As a member of the Extended Leadership Team (ELT), provide 

inspiring and effective leadership to drive continuous improvement in 
line with strategic priorities. 

1.2 Participate in the creation and implementation of both strategic and 
operational service developments that enable the Hospice to achieve 
its objectives and that strengthen operational efficiency. 

1.3 In conjunction with the Income Generation Director and Head of Retail, 
develop and implement a robust, effective and innovative Income 
Generation Strategy to strengthen voluntary income across all three 
business areas, maximising income, controlling expenditure and 
delivering excellent customer service whilst ensuring the reputation of 
St Michael’s Hospice is enhanced. 

1.4 Work collaboratively with the Head of Retail to provide visible, 
accessible and authoritative leadership which inspires, motivates and 
empowers the income generation teams to engage in continuous 
improvement and quality assurance. 

1.5 To provide inspirational and effective leadership to both the 
Fundraising and Lottery teams, driving continuous improvement in line 
with strategic priorities and acting as a role model for quality, promoting 
and demonstrating the standards and behaviours expected, with focus 
on team wellbeing provision.  

1.6 To lead on the development of a programme of Individual Giving to 
bolster the sustainable future required by the Hospice. 

1.7 To lead and ensure a comprehensive and integrated donor journey 
programme, focussed on delivering impact to our donors and 
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maintaining their love and respect for the Hospice in order to meet our 
income goals. 

1.8 To work collaboratively across St Michael’s Hospice, identifying 
opportunities for participation and engagement with other departments, 
including Retail and Compassionate Communities. 

1.9 To be an effective agent of change by responding to, introducing and 
managing change effectively. 
 

2 Management and governance 
2.1 Translate strategic objectives into achievable, measurable and timed 

business plans, while enabling Fundraising and Lottery leaders to 
contribute to the plans for the wider teams 

2.2 To provide effective and supportive line management to direct reports, 
addressing issues of concern in a timely manner whilst demonstrating 
and influencing good management practices and ensuring that this 
excellence is cascaded throughout the teams. 

2.3 To set and achieve the annual budget and budget projections, in liaison 
with the Finance & Facilities Director and Income Generation Director. 

2.4 To establish good working relationships with external partners, such as 
Chamber of Commerce and Sussex Collaborative to share best 
practice and work collaboratively. 

2.5 To ensure, in conjunction with Voluntary Services, the robust  
recruitment, induction and role development of volunteers. 

2.6 To prepare, monitor and update policies and procedures to ensure that 
both Fundraising and Lottery are compliant with legal and best practice 
requirements. 

2.7 To work in collaboration with the Health & Safety team to ensure that 
all Fundraising and Lottery activities are safe, secure and compliant 
with all relevant health and safety regulations. 

2.8 To maintain accurate and up to date records and accept responsibility 
for the safe and secure handling and storage of confidential 
information, in accordance with appropriate data protection legislation 
and regulation and the Hospice’s own data protection policies 

2.9 To take responsibility for the timely, compliant and legal management 
of Gift Aid, maximising exposure and adherence to systems across all 
areas of Fundraising.  

2.10 To take the lead on managing the Fundraising and Lottery Risk matrix 
and associated Risk Assessments, ensuring all current and potential 
risks are documented and regularly updated to consider mitigations in 
place and deliver actions in a timely manner. 

2.11 To ensure St Michael’s Hospice Fundraising and Lottery events and 
activities are compliant with the Gambling Commission, Charity 
Commission, and Fundraising Regulator codes of conduct and 
regulation and other best practice guidance. 

2.12 To be responsible for the management of complaints and concerns 
relating to Fundraising and Lottery operations and activities 

2.13 To deputise for the Income Generation Director in selected strategic 
and operational matters. 
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2.14 To maintain a current, relevant knowledge and skills base to ensure our 
Fundraising and Lottery operations remains competitive, compliant and 
forward thinking at all times 

2.15 To promote the work of St Michael’s Hospice and carry out any other 
duties required by the Income Generation Director or nominated 
officers. 
 

 
3.0 ADDITIONAL RESPONSIBILITIES 
3.1 Carry out duties with full regard to the Company’s Policies. 
3.2 Act as a responsible individual in relation to Health and Safety and  

be aware of the responsibilities of all employees to maintain a safe and
 healthy environment for patients, visitors, staff and volunteers. 
3.3 Ensure that all duties are carried out to the highest standard, and in  

accordance with current quality initiatives within the work area. 
3.4 Carry out any other duties, within an appropriate level of  

responsibilities as required. 
3.5 Undertake flexible hours as and when the need arises.  
3.6 Ensure confidentiality at all times within the Hospice. 
3.7  Support and participate in the fundraising activities of the Hospice 

wherever possible. 
3.8 Be an ambassador for the Hospice, representing the Hospice at 

events. 
3.9  Ensure that the disclosure and use of confidential staff information is  

both lawful and ethical, and to recognise own responsibility for 
compliance with relevant legislation. 

3.10  Promote, at all levels, the Company’s vision, values and strategic 
objectives. 

3.11 Hold DBS and Occupational Health clearances appropriate to the role. 
Note: these are obtained and checked as part of the recruitment 
process and reviewed in line with company policy or if a change in 
circumstances is declared or comes to light. 

 
This job description is not intended to be exhaustive and may be reviewed at 
any time to meet the needs of the business. 
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PERSON SPECIFICATION 
 

Post Title: Head of Fundraising and Lottery 

Department: Income Generation 

 

 Essential Criteria Desirable Criteria 

Education/ 
Qualifications 

• Educated to degree level or 
have equivalent experience 
or professional qualification. 

• Evidence of continuing 
professional development. 
 

• Business diploma or 
equivalent  

• Leadership and 
management 

Work background 
and experience 

 
 

• Significant Fundraising 
and/or Lottery Management 
experience 

• Experience of creating and 
leading strategy 

• Proven experience of 
increasing profitability  

• Proven experience of 
developing and implementing 
new initiatives 

• Experience of budget setting 
and management. 

• Experience of managing 
compliant Gift Aid systems 

  

• Experience within the 
Charity sector 

• Experience of working 
with volunteers. 

• Experience in project 
management 

Skills/Ability/ 
Knowledge 
 
 
 
 

• Excellent interpersonal, 
presentation and 
communication skills 

• Proven ability to create and 
manage effective teams 

• Ability to multi-task and 
effectively oversee a range of 
income generation initiatives 
whilst maintaining strategic 
focus on organisational 
success 

• Ability to negotiate with 
internal departments and 
external agencies 

• Strategic thinker, with the 
ability to identify critical 
issues and formulate and 
deliver plans in response 

• Proficiency in the use of the 
Microsoft Office suite 

• Ability to analyse data and 
write comprehensive reports 

• Individual Giving, 
including In 
Memoriam giving, as 
an area of expertise 

• Experience of creating 
and delivering training 

• Knowledge of the 
Gambling 
Commission LCCP’s 

• Knowledge of the 
Code of Fundraising 
Practice 
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suitable for Boards and 
Committees 

• Ability to work autonomously, 
taking responsibility for own 
actions and making decisions 
without referring to others 

• Experience of influencing, 
convincing or negotiating with 
others in a way that results in 
acceptance and behaviour 
change 

• Ability to delegate effectively 
and inspire and work with a 
large team of staff and 
volunteers 

• Ability to delegate effectively 
and inspire and work with a 
large team of staff and 
volunteers 

• Knowledge of appropriate 
health and safety legislation 

 
 
 
 
 
 
 

Personal Qualities 
and other 
requirements 

• Proactive, empowering and 
visible leader with a 
dynamic, innovative, cross 
organisational approach 

• An effective, collaborative 
team player.  

• Able to bring others with you, 
provide challenge, 
confidently upwards manage 
and hold others to account 
for timely delivery 

• Business acumen and 
financially astute 

• Solution-focused with a 
positive attitude 

• High degree of integrity 

• Emotionally resilient and 
intelligent 

• Diplomatic and persuasive 

• Empathetic and sensitive to 
others.  

• Ability to travel across the 
catchment area in a timely 
manner. Full driving licence. 

 

 
 
 


