Douglas Macmillan Hospice

Job Description

Title:


Lottery Promoter
Department:

Lottery

Reports to:

Canvassing & Collections Team Leader
Responsible to:
Lottery Promotions & Development Manager 
_____________________________________________________________________

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.

Job Summary:

To promote and raise the awareness of the Douglas Macmillan Hospice Lottery throughout the designated area and to secure new members on a long term basis, achieving pre-determined targets.
To ensure that Lottery membership income is maintained by assisting and providing cover for Lottery scratch card and ticket rounds.

_____________________________________________________________________

Principal duties and responsibilities
To increase Lottery membership through door to door canvassing activity and leaflet drops using canvassing lists and plans as provided by the Lottery Canvassing & Collections Team Leader
1. To achieve pre-determined targets for the number of Lottery members recruited. 
2. To meet with the Lottery Canvassing & Collections Team Leader once each week to collect canvassing activity plans for the week ahead.

3. To return new members information, Lottery payments, scratch card payments and/or donations to the Lottery Office on an agreed timescale, thus ensuring Lottery members are entered into the first available draw and to ensure that money received is banked on a regular basis.
4. To assist with the collection/delivery of scratch cards and single Lottery tickets to participating outlets, if and when required. 
5. To help promote the Lottery by working on the Lottery promotional stand which will be present at pre-planned venues i.e. supermarkets, garden centres etc throughout the local area.

6. Identify and pass on information to the Lottery Promotions & Development Manager regarding other suitable opportunities for increasing Lottery membership to ensure that the budget is met at a minimum.

7. Under the direction of the Lottery Canvassing & Collections Team Leader  assist with increasing the sales of special draws i.e. New Year Draw, Summer Draw, Scratch Cards and Single Tickets etc.

8. Undertake any other reasonable duties as may be requested such as: lottery leaflet placement in local businesses, recruiting more scratch card outlets and covering cash collection rounds.
Hours to be worked: To be agreed upon appointment.
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 hospices resources at all times.
5.  Attendance at events and work activity may require the post holder to work beyond the 
 
normal hours/days of work at times.

6.  Attendance at training and development courses appropriate to the role from time to time.
7.  To have an understanding of the Hospice philosophy and its functions.
8.  Travel in the Stoke on Trent/ North Staffordshire area, using own vehicle for 
        which expenses will be met in line with policies in the staff handbook. 

9.  To accept temporary redeployment within the department should the need arise, to  

        ensure fundraising objectives are met.
10. To maintain an effective working relationship with other departments, other members of 
  
staff and volunteers.
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