Generic Job Description

Job Title:
Fundraising Manager (Trusts and Foundations)
Reports to:

CEO
Hours:


? hours per week
Salary
Location:                     

Period of Notice:


Contract:
.
Background/context 

Information to be inserted here about the DPO vision and values etc. 
Profile

Working with the CEO and other members of the Executive Team to implement the fundraising strategy across the organisation.  
KEY TASKS 

· Work with CEO to deliver on annual fundraising targets and evaluate/report on effectiveness of fundraising activities focusing mainly on Trusts and Foundations.
· To initiate funding bids and discuss ideas for new projects with Project Leads and others to support the preparation of new funding applications

· Ensure relationships with all funders and partners (current, potential and historical) are effectively managed through the organisations IT systems
· Work with CEO/Project Leads to plan for project sustainability

· Ensure LOD is compliant with Fundraising Code of Practice and provide information and advice to Project Leads on queries relating to fundraising

· Identify and complete funding bids to charitable trusts and foundations and other grant making bodies for grants to support new and existing LOD projects  

· Work closely with Project Leads and Research Lead to ensure intelligence from service delivery and research and evaluation informs funding bids

· Work with Finance Lead to identify accurate costs and full cost recovery for grant applications

· Develop and deliver the charity’s individual giving programme and associated strategies including our legacy programme.
· Develop, in consultation, all relevant materials for servicing of relationships

· To raise the Charity’s profile and fundraise through community events and activities 

· Work with the Marketing officer and others to create fundraising specific publicity and communication materials and online and digital campaigns to promote fundraising activities and events

· Work with Volunteer Co-ordinator to recruit and involve volunteers in community fundraising activities and events

· Build and maintain partnerships with businesses including Charity of the Year partners. 

· To line manage the Fundraising Assistant to ensure thank you letters and receipts to corporate and community donors are sent 
· Maintain up-to-date knowledge of fundraising, communications and related legislation as well as organisational policies and take personal responsibility for keeping up-to-date with charitable activities.
· To support the Exec team with utilization of the tendering portal and completing mandatory/standard answers if requested.
General Duties
· Attend and participate in regular staff and team meetings.

· Attend appropriate training courses where identified.

· Attend and participate in regular work appraisals and any other support systems as appropriate.  
NB The above list is indicative and not exhaustive.  The post-holder is expected to carry out all such additional duties as are reasonably commensurate with the role.     

Person Specification

	
	Essential
	Desirable

	Knowledge

	High level of literacy and numeracy
	(
	

	Educated to degree level or equivalent 
	(
	

	Computer literate with excellent knowledge of Word, Excel, Outlook and use of internet
	(
	

	Qualification in fundraising
	(
	

	Experience

	Genuine interest in fundraising, evidenced through:

· Corporate / community fundraising

· Events

· Trust or foundation fundraising

· Other 
	(
	

	Experience of working with people with a disability
	
	(

	Experience of recruiting and managing volunteers
	
	(

	Budget management experience
	
	(

	Skills

	Good communication skills on the telephone, in writing and face-to-face
	(
	

	Excellent attention to detail
	(
	

	Effective organisational skills
	(
	

	Ability to create compelling online / digital campaigns
	
	(

	Ability to prioritise and work to deadlines and balance competing demands
	(
	

	Other

	Highly motivated and creative 
	(
	

	Personal experience of disability or Deafness
	
	(

	Flexible and co-operative attitude to work routine and variety of tasks
	(
	

	Interest in disability and Deaf issues
	(
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