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Job Description

Job Title	Fundraising Development Manager

Accountable to	Chief Executive

Responsible for	Line management responsibility for communications manager, community fundraiser, Working For Carers project officer, events co-ordinator 	 

Geographical Area	Wiltshire, flexibly based at Semington Carers Centre / Salisbury Carers Centre 

Hours of Work 	37 hours per week Monday to Friday plus occasional weekend/evening
						
Grade	NJC scale 41-43; £36,019-£37,858

	 

Purpose of the Post

To be accountable for the delivery of Carer Support Wiltshire’s fundraising strategy.
· [bookmark: _GoBack]Develop strategies and targets to maximise income to support Carer Support Wiltshire’s mission, working closely with the Chief Executive, the senior management team and the Fundraising and Publicity Subcommittee. 

 
Key duties and responsibilities

Delivery of fundraising, communications and marketing strategies
· Lead a small team consisting of the communications manager, a community fundraiser, Working For Carers project officer and events co-ordinator to deliver on Carer Support Wiltshire’s fundraising and associated marketing and communications strategies and operational plans.
· Meet deadlines and income targets, securing new funds and increasing support for Carer Support Wiltshire.
· Write detailed, well-researched and well-presented strategy documents, proposals and applications. 
· Identify and cultivate prospective donors and funding programmes including trusts and foundations, corporates and major donors utilising the involvement of the Chief Executive, senior managers and trustees to support relationship building and applications as required.
· Confidently ‘make the ask’ by developing compelling cases for support for Carer Support Wiltshire’s activities.
· Develop and ensure successful delivery of CSW’s Friends of model and annual appeal.
· Work with colleagues, to identify and develop new business opportunities. 
· Produce an annual forecast for major gifts based on known prospects, a timeframe for solicitation and likelihood of success. To report and reforecast income and to identify and communicate risks associated with specific projects, pledges or prospects. 
· Set, and operate within, the expenditure budget for fundraising.



Stewardship 
· Steward existing donors ensuring that relationships are maintained at all times with a view to encouraging renewed support.
· Help develop and implement a sensitive and appropriate legacy marketing programme. 
· Work across the organisation to initiate reports to funders on the use of grants. To ensure that funders receive agreed benefits and reports meeting deadlines as required.
· Oversee the Carer Support Wiltshire annual event programme.

General 
· Ensure CSW at all times complies with relevant fundraising and data protection regulation and
good practice.
· To ensure that the database is used to record all fundraising activity, kept accurate and up to date in relation to funders, that all grants are recorded appropriately.
· To interrogate databases to research prospects, produce reports and ongoing donor relationships.
· To keep abreast of developments in charitable and public funding.
· To represent Carer Support Wiltshire at a range of internal and external events and meetings.


General Requirements

The post holder will be expected to:
· Possess the essential skills as detailed in the person specification
· Adhere to and uphold Carer Support Wiltshire’s mission, vision, values, strategic aims and policies
· Act with integrity and maintain the highest professional standards at all times
· Maintain a confidential, sensitive and discrete approach to personal, sensitive and organisational information
· Contribute to a culture of equality and demonstrate a commitment to removing all forms of discrimination as a colleague and as a provider of services to carers
· To work collaboratively as a member of a small team including volunteers and to attend and actively contribute to team meetings
· Actively identify own training needs and personal development, and to participate in training sessions when required
· A flexible approach is required for this role and you may be asked to undertake other duties from time to time as determined by your line manager and in keeping with the purpose of the post and after consultation with the post holder

This job description is not necessarily an exhaustive list of duties but is intended to reflect a range of duties the post-holder will perform. The job description will be reviewed regularly including at annual appraisals and may be changed in the light of the needs of the organisation and following consultation with the post-holder




Person Specification: Fundraising Development Manager

	
	How assessed
	Essential / Desirable

	Qualifications

	Educated to degree level (or equivalent)
	Application / Certificates
	Essential

	Fundraising qualification or training
	Application / Certificates
	Desirable

	Experience

	Minimum two years’ experience in a senior fundraising role.

	Application and interview
	Essential

	Successful fundraising track-record from charitable trusts and foundations.
	Application and interview
	Essential

	Successful track-record in soliciting donations from corporates and major donors.

	Application and interview
	Essential

	Experience of using databases to manage donor relationships, draw evidence for reports and applications etc 
	Application and interview
	Essential

	Knowledge

	Understanding of carers’ issues and rights or evidence of willingness to learn.
	Application (supporting statement) and interview
	Essential

	Knowledge of funders, including trusts, foundations, corporates and major donors, which support charities working in the health and care sector, and their particular interests, networks and motivations.
	Application (supporting statement) and interview
	Essential

	Skills and Competencies
	
	

	The ability to present complex ideas clearly and compellingly in writing and in person

	Application (supporting statement) and interview
	Essential

	A creative and strategic approach to donor cultivation and long-term planning
	Application (supporting statement) and interview 
	Essential

	Ability to engage colleagues in donor cultivation and proposals to solicit a grant or donation or report on a project
	Application (supporting statement)
	Essential

	Ability to use databases and spreadsheets to an advanced level to analyse data 
	Application and interview
	Essential

	The ability to work to deadlines and to juggle immediate and long-term priorities 

	Application (supporting statement) and interview
	Essential

	An eye for detail and a rigorous approach to process 

	Application (supporting statement) and interview
	Essential

	Personal qualities

	Personable and open

	Application (supporting statement) and interview
	Essential

	Confidence in developing personal relationships with senior/influential people

	Application (supporting statement) and interview
	Essential

	Ability to relate to a broad range of stakeholders in a professional manner

	Application (supporting statement) and interview
	Essential

	An interest in the varied motivations of supporters and a desire to meet donor expectations

	Application (supporting statement) and interview
	Essential

	An interest in social policy issues
 
	Application (supporting statement) and interview
	Essential

	Excellent team player 

	Application (supporting statement) and interview
	Essential

	A self-starter who uses initiative with an efficient, flexible  and hard-working approach
	Application (supporting statement) and interview
	Essential

	Other

	Able to work flexibly in terms of location and occasional evening and weekend work
	Application (supporting statement) and interview
	Essential

	Car driver and owner
	Application/driving licence
	Essential



	Behaviours Framework

	Working together – level 3
	Application (supporting statement) and interview
	Essential

	Creativity – level 3
	Application (supporting statement) and interview
	Essential

	Responsibility – level 3
	Application (supporting statement) and interview
	Essential

	Leadership – level 3
	Application (supporting statement) and interview
	Essential




Fundraising development manager JD & PS Sept  2016 final									Page 2 of 5


image1.png
w»

>
carerstrust

action- help -advice




image2.png
\?/ Carer

Support
a% Wiltshire




