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Being there for you
and your family




JOB DESCRIPTION

JOB TITLE:

Lottery Co-Ordinator
RESPONSIBLE TO:
Lottery Systems Lead 
LOCATION:


LOROS Lotteries Limited, Groby Road, Leicester
HOURS OF WORK:
10 hours per week (Wednesday and Thursday) 
JOB PURPOSE:

As a member of the finance and administration team provide an efficient service to ensure the smooth running of the LOROS Lottery office and all LOROS Lottery products. 

DUTIES AND RESPONSIBILITIES:

1. Payment input and balancing into the lottery database with regards to Cash Collection payments. Action Cash Collection amendments and cancellations from round sheets.
2. Payment input and balancing into the lottery database with regards to cheque renewal payments. 

3. Import standing order files and deal with associated export reports.
4. Check and input the sales from LOROS shop single tickets. Create relevant sales reports.
5. Check and send direct debit new instruction, amendment and cancellation files to our third-party direct debit supplier. 
6. Reconcile payments through the payment terminal, for over the phone and online payments. 

7. Balance and bank lottery money and prepare banking for collection. Process any payments received out of synch. 
8. Balance and reconcile lottery income in order for to run the weekly draw.

9. Bank scratch card games monies and create and maintain banking reports/spreadsheets.
10. Creation of Gift Vouchers and redeeming expired vouchers into the lottery database. Action and remove any expired gifts.
11. Export player reports from the lottery database. 
12. Data input and maintenance of records on the lottery and hospice databases.
13. Opening, checking and processing responses from the bi-annual raffles. Data inputting and balancing into the raffle software with regards to the raffle responses. 

14. Responsible for updating the lottery and hospice database with the amendments from the bi-annual raffle reply slips and sending the gift aid reply slips to the hospice.

15. Co-ordinate queries and responses concerning payment or ticket allocation in relation to the bi-annual raffle replies.

16. Record retention involving accurate file storage of records both manual and electronic.
17. Answering the lottery telephone and dealing with any queries, amendments to databases, renewal payments and direct debits.

18. Monitoring the lottery mailbox and replying to queries. Distribute incoming and prepare outgoing post.
19. Provide cover in the absence of the other Lottery Systems Lead and the Lottery Office Administrator.
20. Welcome and assist visitors to the Lottery office, including Lottery Collectors, with regards to their cash collection rounds, Volunteers and Visitors.

