Community Fundraising Support Executive , Wales (voluntary internship)

Location: Oxfam Cymru Office, Central Cardiff 
Ideal experience for: Candidates looking for community fundraising, music, volunteer management or charity experience.
Commitment: March - November 2012, 3 days per week.  Regular travel to visit volunteer teams is required with expenses covered by Oxfam.  Travelling to volunteer teams, fundraising groups and Oxjam events will include some evening and weekend work, for which you’ll have time off in lieu. 
Summary: Oxfam is looking for an enthusiastic volunteer to help support our growing fundraising activity across Wales. As an integral member of the fundraising team, you will have a varied role – working across Wales to support our music fundraising initiative, Oxjam, as well as working with our Community Fundraiser to help develop wider Community Fundraising activity for Wales. This may include anything from supporting our existing fundraisers, researching new opportunities within Wales, to coordinating appeals at time of emergency. 

About Oxjam:
Oxjam is a music festival made up of hundreds of events around the UK in October. Organised by people who know and love their local music scene. All in aid of Oxfam. Everything from massive club nights to mountain-top busking; from up-and-coming rock bands to the local church choir.

The highlight of the festival is the Oxjam Takeover: amazing multi-venue events which take place nationwide on one weekend in October, organised by some of our best, most committed volunteers. See the Oxjam 2010 Brick Lane Takeover video as an example of just one of the Takeover events. The teams who run these events raise, on average, about ten times more than most other Oxjam event organisers, so supporting them well is crucial. 

The Support Executive role is part of the core team of staff and interns that coordinate Oxjam, working with Takeover teams and other key volunteers across the country.  
The chosen candidates will use their leadership and communication skills, pro-active attitude and ability to problem-solve to manage and support up to 6 Oxjam Takeover Managers and teams, as well as working to recruit and support other key event organisers in Wales. 

Key responsibilities:
1. Support the work of Oxfam’s Community Fundraising Team in Wales to promote Oxfam to local communities and develop community-wide fundraising initiatives, undertaking admin tasks as required.
2. Help to grow networks of Oxfam supporters and fundraising groups
3. Make contact with established businesses, community groups, schools, universities, and community networks to engage them in Oxfam’s work and encourage them to support us through our portfolio of fundraising products. 
4. Line managing up to 6 home-based volunteer Oxjam Takeover Managers to coordinate Oxjam Takeovers in their area, and ensure objectives and deadlines are met. This will be done via phone and email, residential training events and travelling to meet with the teams.
5. Contributing to the recruitment of other Oxjam event organisers, and offering one-to-one support to those that seem likely to raise the most money for Oxfam. Recruitment might involve, for example, meeting with conveners of events management courses at a local university; visiting local venues and community-based music groups to persuade them to sign up; getting ads posted on local music sites and forums etc.
6. Coaching and motivating key volunteers, including Takeover teams, through the event management process, helping them to develop their skills and overcome barriers along the way.  You will be helping them to find solutions to anything from creative fundraising to licensing and insurance issues, from managing a team to writing a press release. We don’t expect you to know how to do all of this yourself – your skill will be to help them find the solutions.
7. Acting as the point of communication between Oxfam head office and the Takeover Managers, monitoring the Takeover teams’ progress and activity and feeding information back to head office and vice versa.  
8. Playing an active role in the core Oxjam team by helping to shape strategy, developing and delivering volunteer training, and leading on other specific areas of the project as required. 

Skills and experience:
· Experience of leading or motivating others to deliver specific objectives 
· Excellent project and time management skills
· Ability to use own initiative in dealing with complex situations
· Excellent communications skills, both written and verbal
· Passion for / experience of  organising music or fundraising events or equivalent (desirable)

Contact: Nick Bryer, Oxjam Manager, nbryer@oxfam.org.uk
Application process: To apply, please complete an application form, and email it to nbryer@oxfam.org.uk, detailing how you meet the skills and experience required for this post. Please indicate your preferred location in your cover letter and in the subject line of your email.
Email:  nbryer@oxfam.org.uk
Phone: 01865 472025
Closing date for applications: 12th February 2012
Interview date: 15th-21st February 2012

Start date: 12th March 2012


