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   RSPB Fundraising Direct Application Pack
   ========================================
   Important information for overseas applicants
   ---------------------------------------------
   Applications from candidates who require a certificate of sponsorship
   under the UK ‘Points Based’ system of entry may not be considered if
   there are a sufficient number of other suitable candidates. This is
   because employers need to demonstrate that they are unable to recruit
   a resident worker, before they recruit an individual from overseas.
   For further information, please visit the Home Office (UK Border
   Agency) website.
   This pack contains all the information you need to apply, including:
   Useful Information
   Details on how we use CV’s, shortlisting and pre-employment checks and
   UK Identification requirements
   Applicant letter
   ================
   Details on how to apply plus closing date and interview date(s)
   Job description
   A breakdown of the vacancy, including the purpose of the job,
   requirements, duties and responsibilities
   Person specification
   A list of criteria that potential candidates should aim to meet
   Application Form
   PDF version
   Please print out, complete and return to the address on the Applicant
   letter
   Word version
   Applicants are encouraged to complete electronically and return by
   e-mail
   Please send completed applications to the Recruitment & HR Manager,
   RSPB Fundraising Direct, Maritime House, Basin Road North, Hove, East
   Sussex, BN41 1WR or [email protected].
   For further information please visit the RSPB website at
   www.rspb.org.uk
   Useful Information
   ==================
   Use of Curriculum Vitae (CV’s)
   Our policy is to recruit and employ our employees on the basis of
   their suitability for the work to be done. An application form allows
   us to compare individuals based on like for like information and as
   such we do not accept a CV unless accompanied by a fully completed
   application.
   Shortlisting
   ------------
   The RSPB is an equal opportunities employer and we are committed to
   ensuring all applications are treated fairly. Applications are sought
   only from those eligible to work in the UK in the first instance.
   All applications are subject to our shortlisting process where we only
   assess information provided against the Person Specification. If you
   are shortlisted we will contact you and invite you to attend an
   interview. You will also be advised at this point if there will be any
   skills test, presentations etc.
   As a charity, we lack the resources to advise all candidates if their
   application is unsuccessful. If you do not hear from us within four
   weeks of the closing date, we will have decided not to take your
   application any further. However, if you are able to supply us with an
   e-mail address, we will endeavour to advise you if you have not been
   shortlisted. If this is the case, please do not be discouraged from
   re-applying as your skills and experience may be just what we need for
   our next vacancy. We also have a number of volunteering opportunities
   across the organisation.
   Pre- employment Checks
   ----------------------
   All offers of employment are made subject to the following criteria:
   Proof of eligibility to work in the UK, Proof of UK Residency,
   Satisfactory Pre Employment Health Check, Two references satisfactory
   to the Society and where required a Satisfactory Criminal Records
   Bureau Check
   RSPB Fundraising Direct
   Maritime House, Basin Road North, Hove, East Sussex, BN41 1WR
   Dear Applicant
   Area Manager - RSPB Fundraising Direct Salary: basic salary will be
   £20,500 plus 8% of your teams earnings
   Thank you for your enquiry regarding our advertised vacancy. An
   application form is enclosed, together with a job description, person
   specification and other background information about RSPB Fundraising
   Direct.
   RSPB Fundraising Direct is a division of the RSPB's trading
   subsidiary, RSPB Sales Ltd, provides supporter recruitment services to
   the charity's marketing and fundraising teams. The role of the Area
   Manager is to build and manage teams of fundraisers into a specific
   area cluster delivering, high volume, high quality, low attrition,
   memberships for the RSPB.
   Please can you complete the enclosed application form in blue or black
   ink. Please refer to the person specification when completing the
   form. Your completed application form should clearly describe how you
   meet each of the criteria that have been identified as being necessary
   for this post as this will form the basis of shortlisting candidates.
   If you enclose a CV, it may be referred to for supplementary
   information, however, please ensure that all the questions asked on
   the application form are fully answered.
   We take all practicable steps to safeguard the safety and welfare of
   children or vulnerable adults while they are in contact with RSPB
   Fundraising Direct. As the post you have applied for may involve
   contact with children and has significant financial responsibilities
   additional checks at the interview and offer stage of the recruitment
   process, will be carried out. These can include checking ID, and
   taking up references.
   Completed forms should be returned to [email protected] or
   via post to Dylan Moorcraft, Recruitment and HR Manager, Maritime
   House, Basin Road North, Portslade, BN41 1WR . Please check the
   postage required on your application as incorrect postage may lead to
   your application being delayed and missing the closing date. If you
   require an acknowledgement of receipt of your application, please
   enclose a stamped, addressed envelope.
   As a charity, we try to keep our administrative costs to a minimum and
   therefore you will only be contacted if we wish to progress your
   application. If you have not heard from us within four weeks of the
   closing date, you should assume that your application has been
   unsuccessful on this occasion. However, if you are able to supply us
   with an e-mail address, we will endeavor to advise you if you have not
   been shortlisted.
   We look forward to receiving your application in due course.
   
   Dylan Moorcraft
   HR Manager
   RSPB Fundraising Direct
   
   Job Description
   Job Title: Field Fundraiser
   Location of Job: Home based with travel to events within 90 minutes of
   your home address
   Post holder reports to: Area Manager
   Key Working Relationships: Operations Manager, Area Manager,
   Recruitment & HR Manager, Finance & Administration Manager, Events
   Manager
   1 - Overall Purpose of the Job:
     * 
       To build, manage, develop and lead a team of face to face Field
       Fundraisers to deliver and exceed targets for recruiting new
       members to the RSPB.
   2 - Main Duties:
   2.1 – Lead and manage a team of RSPB Fundraising Direct Field
   Fundraisers:
       * 
         Lead your team to achieve the highest levels of individual and
         team performance to meet and exceed all targets.
       * 
         Act as an inspirational leader and role model for your team and
         all people you work with both within and outside RFD, by living
         the work culture values and brand values.
       * 
         Provide appropriate levels of direction and support to meet the
         needs of different team members in different situations.
       * 
         Provide mentoring and ongoing training and development
         opportunities for your team of Field Fundraisers.
       * 
         Focus on solutions to resolve problems.
       * 
         Tackle performance and behavioural challenges within your team
         in a timely manner.
       * 
         Contribute to Operations Team meetings and team working
         alongside other Area Managers and Senior Managers.
       * 
         Area Managers must recruit new supporters to the RSPB
         themselves, working alongside their team to role model good
         practice and maintain an up to date understanding of what it
         means to be a fundraiser.
       * 
         Take responsibility for own work and performance, and be
         accountable for team performance.
   2.2 - Manage the ongoing operation
       * 
         Day to day management of the fundraising operation
         a. 
           in line with agreed performance and budget plans
         b. 
           in line with agreed territory management
         c. 
           in line with IOF (Institute of Fundraising) & PFRA
           (Professional Fundraising Regulatory Association) guidelines
       * 
         Develop and prepare accurate performance and other management
         reports as required.
       * 
         Ensure accurate reporting and timely submission of reports by
         the Field Fundraisers.
       * 
         Be responsible for financial due diligence and operating
         performance within agreed levels of authority.
       * 
         Ensure compliance to the various regulatory bodies including
         IOF, PFRA, Local Authorities and external organisations.
     * 
       Ensure Health and Safety compliance for Field Fundraisers.
     * 
       Provide own means of reaching agreed work sites with all necessary
       equipment. You will be expected to travel regularly to events in
       order to meet the demands of your role. This will often be in
       places with no access via public transport.
     * 
       The nature of the role will require working unsocial hours
       including weekends, Bank Holidays and some evenings. Occasionally
       you will be required to stay away from home to attend recruitment
       events in other parts of the country, or for training and
       conferences.
   2.3 - Deliver the Fundraising Targets
       * 
         Inspire excellent customer care and brand expression in all
         Field Fundraisers through ongoing communication, training and
         monitoring.
       * 
         Implement effective distance management procedures.
     * 
       Locate and establish new events and venues in conjunction with the
       Events Team.
     * 
       Organise and manage small-scale events. This will involve carrying
       equipment to sites and setting it up.
     * 
       Conduct a weekly meeting with your Events Booker (by phone or face
       to face) to discuss rotas, challenges, plans, ideas and feedback.
   3 - RSPB FD Operational Procedures
     * 
       The Area Manager must be fully conversant with all operational
       procedures for RSPB Fundraising Direct, these consist of:
         * 
           Field Fundraiser Operational Procedures
         * 
           Field Fundraiser Process Guidelines
         * 
           Event Booker Operational Procedures
         * 
           RSPB FD Disciplinary Procedures
     * 
       The Area Manager is responsible for ensuring that all their Field
       Fundraisers are fully compliant with the Field Fundraiser
       Operational Procedures.
   4 - Management of Field Fundraisers
     * 
       Visit each Field Fundraiser on site regularly. Normally this will
       occur at least once every two weeks.
     * 
       Maintain regular contact with all Field Fundraisers throughout the
       working day by phone and text.
     * 
       Work with Field Fundraisers to make progress with their
       development plans.
     * 
       When necessary, apply performance and / or disciplinary measures
       with Field Fundraisers.
     * 
       Perform a weekly stock take and send a weekly stock order to the
       Operations Manager to ensure team have necessary materials and
       equipment.
   5 - Expansion of Field Fundraising Teams
     * 
       Teams’ expansion plans to be agreed via HQ management team.
     * 
       Recruitment of new Field Fundraisers to be managed by HR Manager.
     * 
       Field Fundraiser candidates will be interviewed by the Area
       Manager with support from Senior Managers as necessary.
     * 
       Area Managers will be responsible for the training and induction
       of new Field Fundraisers.
   Other:
   We expect you to carry out your job responsibilities in an
   environmentally aware manner, ensuring as little damage to the
   environment as possible. Our aim is to ensure all resources are
   utilised effectively and efficiently. You will be expected to apply
   ‘sound value for money’ principles in undertaking purchasing or supply
   of goods and services.
   RSPB Fundraising Direct is a division of RSPB Sales Ltd a wholly owned
   subsidiary of the Royal Society for the Protection of Birds (RSPB),
   and provides supporter recruitment services to the charity's marketing
   and fundraising teams.
   
   =======
   WORKING FOR - RSPB Fundraising Direct
   =====================================
   We have compiled this information sheet to give you some basic
   information about terms and conditions of employment and what it is
   like to work for RSPB Fundraising Direct.
   Please note that this information is not to be regarded as part of any
   contract of employment.
   FUNDRAISING FOR NATURE CONSERVATION
   ‘RSPB Fundraising Direct’ is the face-to-face membership recruitment
   and fundraising arm of RSPB Sales, the trading subsidiary of the RSPB.
   The RSPB is Europe’s leading wildlife conservation charity. We believe
   that wildlife enriches all our lives and is a sign of a healthy
   environment. Together with over one million signed-up members - and
   many other financial supporters – we form a passionate, innovative and
   pioneering charity fighting for a better future for nature. We speak
   out for birds, other wildlife and wild places that need our help.
   The RSPB’s membership is its lifeblood. The charity’s business model
   is based on the premise of relatively modest, affordable, levels of
   financial support from the widest possible base. This allows for a
   stable operating basis, as well as ensuring a large voice behind
   RSPB’s work lobbying for nature. Although RSPB members are very loyal,
   every year we need to recruit a large volume of new supporters to both
   maintain and grow the current level.
   Within this, the role of ‘RSPB Fundraising Direct’ is vital in
   providing a significant portion of this growth. Its key objective is
   to deliver pre-agreed volumes of new memberships for the RSPB from
   face-to-face membership recruitment at ‘private site’ venues. These
   include shopping malls and shows for example. It is anticipated as the
   operation grows that wider forms of face-to-face fundraising will also
   be introduced. The introduction of this new venture underlines the
   RSPB’s confidence and commitment to investment in the long term growth
   of the supporter base.
   The RSPB is no stranger to face-to-face activity, even in Victorian
   times we were one of the earliest street campaigning organisations.
   More recently we have focused on building our membership base through
   face-to-face engagement on RSPB’s own sites such as nature reserves,
   and off-site work at private sites, with our own ‘in-house’ operation.
   We also operate with agency partners delivering door-to-door
   membership recruitment, and private site work in selected geographic
   areas. However we believe there are further very significant market
   opportunities particularly where geographically we do not have
   representation.
   To represent the parent charity, the RSPB, conveying key messages and
   campaigns to the public and potential supporters, with the aim of
   securing, high volume, high quality new memberships with low attrition
   rates.
   HOURS OF WORK
   The nature of your job may mean that it will involve flexible/unsocial
   hours and weekend working.
   NOTICE PERIOD
   You will be required to give 4 weeks notice.
   ANNUAL LEAVE
   Holiday entitlement in a full year is 20 working days. Public holidays
   are additional to annual leave.
   PAYMENT DURING SICKNESS ABSENCE
   In addition to statutory sick pay
   2 weeks on completion of 6 months service
   3 weeks on completion of 1 years of service
   4 weeks on completion of 2 years service
   For part-time employees, OSP is based on the number of days worked per
   week and paid at the normal part-time rate
   CHILD SAFETY AND WELFARE POLICY
   Where staff have contact with children and/or young people as part of
   their work, or where they have contact with children in isolated
   settings, they will be recruited, supervised and trained as
   recommended in the Home Office code of practice Safe from harm and the
   similar codes of practice covering Scotland and Northern Ireland.
   EQUAL OPPORTUNITIES
   We are committed to the development of equal opportunities in
   employment. Selection, promotion and access to training are based
   solely on the possession of relevant aptitudes, skills and abilities
   for the particular job in question. In this way, every employee is
   able to develop their individual skills and talents to make a positive
   contribution to the RSPB Fundraising Direct.
   GREENING OUR PLANET
   We expect our people to carry out their job responsibilities in an
   environmentally-aware manner, ensuring as little damage to the
   environment as possible. We aim to ensure all resources are used
   effectively and efficiently. We expect staff to apply sound value for
   money principles in undertaking purchasing or supply of goods and
   services.
   FREE ENTRY TO RSPB NATURE RESERVES
   Employees can enjoy free entry to RSPB reserves
   WORK IN A SMOKE-FREE ATMOSPHERE
   We operate a no smoking policy – smoking is prohibited in all
   buildings and vehicles.
          RSPB Fundraising Direct
         Person Specification
         Job Title: Field Fundraiser
         How criteria will be tested : A = Application Form, T = Test, I
         = Interview, P = Personality test, O = Other
         ---------------------------------------------------------------
         Essential
         =========
         Desirable
         Qualifications
         ==============
         A
         T
         I
         P
         O
         Qualifications
         A
         T
         I
         P
         O
         Experience
         ==========
         Experience
         1
         Experience in a face to face sales/marketing role with proven
         track record of success in dealing with members of the public.
         x
         x
         A
         Demonstrable track record in agency working for charity
         supporter acquisition.
         x
         x
         2
         Experience of delivering targets under pressure with respect for
         the customer
         x
         x
         B
         Proven ability to ‘close a sale’ and ensure actions and
         commitments come out of the interaction
         x
         x
         C
         Proven record of negotiating simple contracts and prices
         x
         x
         Skills/Abilities
         Skills/Abilities
         3
         Ability to communicate fluently in writing and verbally in
         English and to be numerate
         x
         x
         D
         Quick learner who can assimilate information and then
         communicate accurately
         x
         x
         4
         Ability to complete paperwork in a timely and accurate manner
         x
         x
         E
         Able to prepare and maintain reports of recruitment activity
         x
         x
         5
         Ability to act as an ambassador for the RSPB at all times
         x
         F
         Inspirational personality with the ability to enthuse
         x
         6
         Ability to travel to meet the requirements of the role (this
         usually means access to a suitable vehicle)
         x
         x
         G
         Able to think on ones feet and – able to handle unexpected and
         challenging situations
         x
         7
         Ability to work on own initiative
         x
         x
         8
         Regular access to a computer and ability to use spreadsheet and
         e-mail packages
         x
         x
         Knowledge
         Knowledge
         9
         Understanding of the commitments in relation to Data Protection
         x
         x
         H
         Basic understanding of issues facing the environment and nature
         conservation
         x
         x
         I
         Ability to quickly learn the benefits of RSPB membership,
         campaigns and local issues
         x
         J
         Main elements of the regulations relevant to charity
         fundraising, specifically IOF fundraising guidelines
         x
         x
         Behaviours/Circumstances
         Behaviours /Circumstances
         10
         Highly self driven to exceed targets and expectations
         x
         x
         K
         Physical ability to set up a recruitment stand, including
         carrying recruitment materials
         x
         x
         11
         Willing to work unsocial hours and occasional overnight stays
         x
         x
         L
         Highly self-motivated, able to deal with negative
         response/rejection
         x
         x
         12
         Friendly, enthusiastic and positive personality
         x
         M
         Highly flexible attitude to propose, embrace and drive through
         new ideas and change rapidly as required to deliver optimum
         results
         x
         x
         13
         Able to operate alone for extended periods
         x
   
   -------
   You will be employed by RSPB Sales Ltd
   a wholly owned subsidiary of the RSPB a registered charity
   APPLICATION FOR EMPLOYMENT
   --------------------------
   STRICTLY CONFIDENTIAL
   Please refer to VACANCY details for return address
   Job Ref. No.
   Position applied for
   Area Manager
   Location
   How did you first learn of this vacancy?
   Identification details
   (BLOCK CAPITALS PLEASE)
   Surname
   Dr/Mr/Mrs/Miss/Ms/Other
   Forenames
   Address
   Postcode
   E-mail
   May we, with discretion, phone you at work? Yes No
   Mobile tel no
   Day Time tel no
   Do you have access to a vehicle Yes No
   Do you hold a current, valid driving licence? Yes No
   If yes, what type? Full Provisional
   If yes, do you have any current endorsements? Yes No
   If yes, please give details of any current endorsements.
   -
   Qualifications relevant to this application (including technical
   and/or professional).
   Please provide details (note that these may be verified on
   appointment)
   Current membership of any professional or technical organisations.
   Please provide details (note that these may be verified on
   appointment)
   Employment history
   Please give details of all jobs held, including part-time and unpaid
   work, starting with your current or most recent employer. Continue on
   a separate sheet if necessary.
   Employer’s full name & address
   Job title/
   Key achievements & areas of responsibility
   Length of time in job/
   Reasons for leaving/
   Final salary in role
   Relevant skills/knowledge/experience
   You should outline below how your skills/knowledge/experience meet the
   requirements of the Person Specification. You may draw on past
   employment and/or out of work activities. Please include details of
   any scientific papers you have had published. Continue on a separate
   sheet if necessary.
   Why are you interested in applying for this post?
   Continue on a separate sheet if necessary.
   Length of notice
   Declaration
   The information on this form will be used for recruitment and
   selection purposes only and if your application is successful it will
   form part of your employment record. All unsuccessful applications
   will be destroyed twelve months after the closing date for positions
   advertised in Scotland, England and Wales and three years after the
   closing date for positions advertised in Northern Ireland.
   Are you eligible to work in the UK? Yes  No 
   For Internal applicants only: In the event of my application being
   successful I give my permission for the Personnel Department to
   approach my line manager for an internal reference.
   If it is discovered that you have given any information which you know
   to be false, or withhold any relevant information your application may
   be rejected or any subsequent employment terminated.
   I confirm that the information contained in this application form is
   correct.
   Signature ……………………………………….
   Date ……………………………………….
   Application Form June 2012 The Royal Society for the Protection of
   Birds (RSPB) is a registered charity: England and Wales No. 207076
   Scotland No. SC037654
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