TRELOAR TRUST

JOB DESCRIPTION

Post:



Trust Fundraiser    
Responsible to:

Head of Trusts, Corporates and Liveries 
Main Purpose of the role:

To support the Head of Trusts, Corporates and Liveries to maximise income through a targeted and continuous programme of grant giving trust applications. The Trust Fundraiser will have a personal target, but also be part of a team which will contribute to the team target.  
Core Duties:

· Research and write compelling funding bids for a variety of projects and match them to a designated portfolio of Trusts. 

· Develop relationships with existing funders with a view to securing repeat donations and maintaining a pipeline of new, potential funders through web and paper-based research. 

· To manage and write any reporting requirements and communications to Trusts and Foundations.
· To work with the Head of Trusts, Corporates and Liveries and other committed individuals to develop strategy, ensure effective approaches to Trusts and Foundations and propose and implement strategies for on-going stable income from grants.
· To research and prepare compelling project cases for support and letters to accompany applications to Trusts and Foundations.
· Organise and lead tours when Trusts and Foundations visit Treloar’s.
· To network and encourage warm supporters to make effective introductions to Trusts and Foundations and build honest and trusted relationships with these individuals.
· To be a participating member of the fundraising team contributing to the strategic direction of the fundraising function.
· To identify, research and develop individual contacts able to gain introductions to grant making trusts who do not usually accept unsolicited appeals.
· To work with the fundraising team to manage the fundraising priority list and Raisers Edge reporting. 
· To support the interface and manage positively any cross over with the Livery movement or major donors for applications to help the team achieve the annual target.
· To help achieve targets through appeals for any major capital appeal the organisation embarks on, ensuring the income from trusts managed support any such appeal.
Day to Day Duties:

· To actively develop and maintain key stakeholder relationships and communications with staff across the School, College and Trust and to remain abreast of strategic developments within Treloar’s
· To keep up to date with external factors affecting our core business of Fundraising in relation to education, care and therapy for young people with disabilities
· To maintain accurate and up to date records for all contacts using appropriate processes including the Raiser’s Edge database.
· To be the Treloar ambassador and to lead key visits by prospective and current Trust and Foundation funders as necessary.
· To research, develop and implement annual strategies and plans including income and expenditure budgets for Trust and Foundation donations.
· To manage target income and produce accurate reports Trusts and Foundations.
· To contribute to the strategy of the fundraising team alongside the managers to help the team achieve their goals.
· To work with the Fundraising team offer advice, help and guidance in regards to Trust fundraising as deemed necessary.
· To ensure that all grants and donations are acknowledged within five working days of receipt.

· To follow and contribute to the team GDPR rules.

Other Duties:

· To ensure a full and up to date knowledge of fundraising ideas, developments in the sector and relevant areas of interest that could enhance the work of the fundraising team
· To attend and support fundraising events and functions outside of the immediate area of work as well as attending other significant events or activities at School and College in order to represent the Fundraising team
· To support the Trust in safeguarding and protecting the welfare of all students.

· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

· To maintain and develop own professional knowledge and awareness.

· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.

· This job description is not a rigid or inflexible document it is written as a document to provide guidelines to the duties expected of a senior manager in the Fundraising team while in the post.
· This job description will be reviewed and amended in the light of changing professional demands.
This job description is not meant to be exhaustive and will be reviewed with the post holder on a regular basis

Performance will be measured against agreed targets to be set annually

PERSON SPECIFICATION – TRUST FUNDRAISER
	Minimum
	Desirable

	Qualifications

· Good level of qualification’s GCSE O’ Levels A Levels etc.
	· Institute of Fundraising Certificate in Fundraising 

	Knowledge and Skills

· Confident public speaker and consummate Networker.
· Proven ability in writing excellent applications and reports to Trust and Grant giving organisations. 

· Excellent interpersonal, organisational and presentation skills.
· Ability to initiate, analyse, monitor and evaluate relationships.
· Proficient IT user.
· Interest and knowledge in all aspects of the organisations work, namely Education and Disability.
	

	Experience

· A sound understanding of the grant giving process.

· Proven experience of raising significant sums from grant making trusts.
· Self-starter and team player.
· Experience of managing and developing ongoing relationships.
· A proven track record of successfully working to targets.

· Experience of networking.
	· Knowledge and experience of Raiser’s Edge database

	Personal Qualities

· A commitment to promoting and safeguarding the welfare of students

· Proactive nature and ability to seize the initiative. 
· Highly motivated self-starter

· Tenacious

· Diligence and attention to detail

· Goal orientated and target driven

· Diplomatic and sensitive

· Confident

· Sense of humour

· Excellent team skills and approachable style, articulate and well informed.
· Ability to relate to and communicate with people on varying levels.
	

	Personal Circumstances

· Ability and willingness to work outside of regular working hours to attend events and meetings to promote Treloar’s.
· Ability and willingness to travel across the South and in particular to London to engage with donors and trusts.
	· Driving licence

	Treloar Trust is committed

 to safeguarding children, young people and vulnerable adults

All successful candidates will be subject to a Disclosure and Barring Service  Check along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST’S EQUAL OPPORTUNITIES POLICY.
FURTHER INFORMATION

SALARY: 
Up to £22,230 per annum

 


HOURS:
36.5 hours per week, Monday to Friday (including some out of hours working)

If you have not heard from us within 3 weeks of the closing date, please assume you have been unsuccessful.
