TRELOAR TRUST

JOB DESCRIPTION
Post: 


Community Fundraising Manager

Location:

Trust Offices 

Responsible to:
Events Manager 
Main Purpose of Job: 


Responsible for your own income lines, you will pro-actively seek ways to fundraise in the local community, as well as recruit, guide and support group’s organisations and individuals to get involved in fundraising activities for Treloar’s.

You will be working with a wide range of people and as such will be asked to help to form strategic relationships for Treloar’s ensuring synergy between organisations and ensure a positive experience for both parties. 

We as a team are responsible for our own administration duties as well as some related to research led activities.

The role has a requirement to work occasional evenings and weekends in order to support fundraising or the events team.

KEY TASKS

Strategy

· To define implement and manage a strategy to maintain and develop community fundraising, including the identification of new sources of support.

· To explore the inclusion of new methods of fundraising.
· To work with the Fundraising team to help implement the community fundraising strategy 

· and to hit any targets as agreed.

· To manage and undertake approaches to potential partners donors or supporters to build 
· relationships, always aiming to develop sustainable sources of income for the Trust
· You may be asked to cover as the appropriate manager in the absence of other members
of the team.

· To help in ensuring that all aspects of relationship / account management principles are
handled professionally and cost-effectively, and that the systems in place are used to record   

communications etc. 
· Manager for reports, mailing lists etc.
· To assist in the development and implementation of fundraising strategy and campaigns.

· To take responsibility for administration and literature of third parties when required.

Administration

· In conjunction with the fundraising administration team, ensuring that donations are acknowledged in a timely and appropriate manner (target within 3 working days of receipt of donation). 

· Ensuring that the team keeps the database up-to-date and reflects accurate donor profiles for all Collectors and Subscribers, including details of links to other donors and/or Treloar staff and officers.

Other duties
· To represent the Trust at AND meetings (formerly Disability Consortium) 

· To keep abreast of those aspects of Charity Law that relate to individual giving and fundraising activities.

· To monitor income against budget, analyse and report on variations.

· To ensure that activities are undertaken within agreed expenditure limits. 

· To ensure that all activities are undertaken in accordance with Treloar’s Equal Opportunities Policy.

· If required, to represent Treloar’s on relevant bodies and organisations.

· To interface with other members of the fundraising team to eliminate duplication and ensure clarity.  

· Together with all other team members, to contribute to the overall strategic development of the Department.

· To attend and contribute to departmental meetings and other relevant gatherings and committees.

· From time to time to undertake duties outside of the main area of responsibility in support of peak workloads, special events and other activities undertaken in support of fundraising 

· 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.

· A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.

· This job description will be reviewed and amended in the light of changing professional demands.
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PERSON SPECIFICATION – COMMUNITY FUNDRAISING MANAGER
	ESSENTIAL
	DESIRABLE

	Education

•     Educated to degree level (or equivalent)
	· Institute of Fundraising qualification



	Knowledge and Experience

· Experience of building loyalty and managing relationships at all levels

· Accomplished public speaker able to motivate audiences of variable sizes and interests

·  Informed understanding of the key elements of successful supporter development

· Ability to understand and help to implement a strategic plan for fundraising
	· Experience in fundraising

· Ability to identify and oversee fundraising events and activities

· Experience of working with volunteers

	Skills

· Outstanding interpersonal skills.

· Highly effective networker

· Strategic thinker able to devise and implement new approaches

· Good people management skills
· Strong organisational skills 

· Good telephone manner 

· Clear and concise writing style

· Ability to plan and prioritise a complex and varied workload
	· Knowledge of I.T and word processing 

· Knowledge of departmental database

· Broad understanding of charity legislation as it applies to individuals and fundraising 

	Special Aptitudes

· Ability to deal with people at all levels

· Articulate and well-informed

· Goal-orientated and highly motivated

· Diplomatic and sensitive

· Ability to work with colleagues in many different disciplines 

· Strong belief in the work of Treloar’s
	

	Disposition/Behaviours

· A commitment to promoting and 

      safeguarding the welfare of students
· Mature approach

· Dependability

· Self-reliance

· Attention to detail

· Confidence
	

	Special Circumstances

· Readiness to work unsociable hours as the job demands.
· Willingness to travel as the need dictates and work during School/College holidays 

· Driving licence 
	

	Physical Make-up
· Personable and presentable – able to physically cope with a role of this nature 

· Act as an effective ambassador for Treloar’s
	

	Treloar Trust is committed

 to safeguarding children, young people and vulnerable adults

All successful candidates will be subject to a DBS Check along with other relevant employment checks 


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

SALARY:
Up to £27,500 per annum
HOURS:
36.5 hours per week, generally 9am – 5pm Monday to Friday (together with some evening and weekend work as the role dictates) 

If you have not heard from us within 3 weeks of the closing date please assume you have not been successful. Thank you for your interest.


