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Fundraising and Communications Officer (Voluntary)
Job Title: 


Voluntary Communications and Fundraising Officer 
Full-time/Part-time:

Full-time, 37.5 hours per week

Reporting to:


Regional Coordinator

Location: 


IS Mentor





















































































































Viva Regional Centre, Africa, Kampala, Uganda

Duration: 


January  – July or December 2011
Background

Viva’s mission is to enable and build effective collaborations amongst Christians that provide solutions to the needs of children at risk - developing an overview of the current work, equipping an improved response and mobilising further engagement of the wider church.

Established in 1996, Viva has pioneered effective collaborative working amongst Christian projects and organisations serving children at risk.  Viva makes a difference for children at risk by enabling the many Christians who serve them to work better together. Viva is a Christian charity based in the UK, working in Latin America, North America, India, Africa, and Asia. We currently support more than 8,000 projects through local networks, enabling us to reach over 1 million children around the world. 

Job Purpose

As a key member of the international mobilisation team, the role will provide a communication function to support and develop the role of Viva Africa in its work to promote collaborative action on behalf of children. You will also be responsible for helping to raise funds for Viva Africa, in collaboration with programme staff and the international fundraising team in order to allow several different initiatives to take place throughout Africa to positively impact the lives of children at risk. 
Responsibilities

Communications:

· Reports - Write Africa wide reports following on from events e.g. World Weekend of Prayer (WWP); Christmas Parties and help to proofread network publications before they are sent to wider audiences

· Communicate with the networks in Africa by means of the Quarterly News and Views newsletter and various other communications
· Collect Viva value and success stories from around the African networks to be used in various forms of promotional material
· Edit the bi annual regional mailing to Viva associates

· Enquiries  - Manage enquiries to the Viva Regional Office 

· Research - Gather recent research on issues relating to ‘children at risk’ for the Africa region and provide summaries to network consultants and network coordinators to help them develop strategic plans
· Write country overviews and priorities and learnings as a result of the research 
· Prayer  - Write materials for the Day of the African Child (June 15th) and World AIDS Day (December 1st), help with collecting prayer items for publication and mobilisation for WWP event
· Promotional - Develop Viva Africa’s promotional and display materials
· Fundraising - Research funding opportunities within and for Africa networks; 
· Write and edit reports on funding received.
Fundraising
· Explore funding opportunities and write funding proposals to develop Viva’s work in Africa

· Proposal Writing: Work closely with the Africa programme team to develop proposals that will be sent to the UK to apply for large grant funds or be given small proposal application forms to complete for small grants; assist network consultants in writing funding proposals and applications
· Reporting: Help programme staff edit and proofread reports before they are sent to donor and supporters, ensure that individual contributors are thanked and aware of areas in that they might be interested to give again

· Mobilisation: Use initiative to work out ways of promoting Viva’s work to a wider Christian audience to secure donations. This includes facebook, blogs, building up relationship with Christian groups. 
Other

· To actively participate in the wider life of Viva Africa and CRANE (e.g. attending devotions, staff meetings etc) 

Personal Specification 

Education and Training

· Degree level or equivalent 
Skills and Aptitudes

· Research skills 
· Excellent organisation skills 
· Ability to deal innovatively and creatively with problems and to trouble shoot 
· Ability to work sensitively with people from various cultural and social backgrounds 
· Excellent interpersonal and inter relational skills including listening, mediation, negotiation, facilitation and conflict resolution skills 
· Excellent written and oral communication and presentation skills 
· An ability to set and measure targets and objectives for areas of responsibility 
· Able to show leadership within a team structure 
· Team player able to work effectively with others, adaptable and flexible 
· Fluent written and spoken English 
· Excellent computer and internet literacy skills.
Personal Qualities

· Identification with and sympathy for the Christian aims and values of Viva 
· Self-motivated, pro-active and flexible 
· Excellent attention to detail 
· Ability to work under pressure and respond to deadlines 
· Flexible, adaptable and able to cope with continual change
· Willingness to take initiative and accept responsibility 
· Persistence and tenacity 
· A commitment to children at risk.
Terms and Conditions of Employment

This is a full time voluntary role for Viva, located at its Kampala offices in Uganda. The potential volunteer must be able to raise their own funds to support themselves in the work including flights, travel insurance, accommodation and living costs. The budget is attached below.  It is a requirement of all volunteers to be familiar with the contents of the Staff Manual, including the Values and Code of Conduct, of Viva and to comply fully with the policies contained therein, to include Data Protection and Child Protection.
Budget:

	Item
	Description
	Number
	Uganda Shillings Cost
	£ Cost
	$ Cost
	Total
Cost (£)

	Flight
	British Airways Return (LHR - EBB direct)
	1
	 
	£620.00
	 
	£620.00

	Insurance
	SALT Insurance for one year
	1
	 
	 
	 
	£362.00

	Visa
	Entry into Country
	1
	 
	 
	$50.00
	£30.00

	Work Permit
	Stay in Country up to one year
	1
	 
	 
	$250.00
	£150.00

	Rent & Bills
	Per Month @ 400,000
	12
	4,800,000
	 
	 
	£1,600.00

	Food
	Per Week @ 100,000
	52
	5,200,000
	 
	 
	£1,733.33

	Transport
	Per Week @ 50,000
	52
	2,600,000
	 
	 
	£866.67

	Airtime
	Per Week @ 20,000
	52
	1,040,000
	 
	 
	£346.67

	Spending Money
	Per Month @ 100,000
	12
	1,200,000
	 
	 
	£400.00

	Airport transfers
	2 transfers
	2
	140,000
	 
	 
	£46.67

	Holiday
	Estimation - Volunteer to Plan
	1
	 
	£500.00
	 
	£500.00

	Total
	 
	 
	 
	 
	 
	£6,655.33


An Administration Fee and contribution to Viva Africa of £1000 is requested (some of this can be raised through gift aided money) 
Contact: Shelagh Windsor Richards, HR and Operations Manager 
swindsor-richards@viva.org ; Direct Line: +44 (0) 1865 811 679  
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