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Douglas Macmillan Hospice

Job Description

Title:



Lottery Collector 
Hours:



Flexible hours (dependant upon number of rounds) 
Responsible to:

Lottery Canvassing & Collections Team Leader 
Employment Status:

Self-employed
Department Function:
To operate the Hospice Lottery; ensuring membership levels are maintained as a minimum but optimally seeking year on year growth of the membership. To maximise income generating opportunities for the Douglas Macmillan Hospice Lottery Department and to facilitate relationships with supporters and local organisations that provide donations to any income stream.

Principal duties and responsibilities:
1. To collect Lottery membership monies via door to door collection on a regular five weekly basis.
2. To provide flexible cover for other collection rounds as required
3. To return all monies received in respect of Lottery payments to the Lottery Office or to your Lottery Supervisor on an agreed regular basis.
4. Aim to recruit new Lottery members where possible to increase Lottery income.

5. To return new members information to the Lottery Office to ensure that members are entered into the first available draw.
Other requirements:
1. To be flexible and adapt to the needs of the department.

2. To maintain strict confidentiality at all times.

3. To observe and maintain all security procedures.
4. Exercise responsible stewardship of hospice resources at all times.
5. Attend formal meetings with the Lottery Team as when required.  
6. To have an understanding of the Hospice philosophy and its functions.
7. To maintain an effective working relationship with other departments, other members of 


staff and volunteers.
DOUGLAS MACMILLAN HOSPICE

PERSON SPECIFICATION FOR

Lottery Collector

(Supporting the Policy on Equal Opportunities in Employment)

	
	ESSENTIAL
	DESIRABLE

	A.  QUALIFICATION/TRAINING
Professional and post basic qualifications.  Any specialist training required for this post
	Literate and numerate.


	

	B.  EXPERIENCE

The Length, type and level of job related experience required  (expressed as additional/or alternative to qualifications above).
	Experience of dealing with people on a face to face basis.

Ability to communicate with members of the public.


	Previous experience of working as a collector.

Experience of cash handling.

	C.  SKILLS & KNOWLEDGE
State any special skills and/or knowledge required.
	Must demonstrate excellent organisational and communication skills.


	

	D.  APTITUDES & ATTRIBUTES
State any special aptitudes and personal qualities that are required.
	Good organiser. 

Self motivated & forward thinking with a can do attitude

Ability to work effectively on own initiative. 

Capable of working under pressure to meet targets.


	

	E.  OTHER JOB REQUIREMENTS
State specific job circumstances such as unsocial hours.  Specific requirements, car driver etc.  
	A flexible approach to hours of work

In good health    

Mature, smart, well presented.

Able and willing to work at such times as needed to meet the requirements of the post.


	Car owner and possess a full driving licence.
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