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JOB DESCRIPTION

Post: 


Liveries Manager
Responsible to:

Head of Trusts, Corporates and Liveries
Responsible for:
Livery Fundraising and Trust Fundraising income
Main purpose of job: 


· To maximise donated income from primarily City Livery Companies and support Grant Making Trust income via a set portfolio of Trusts.

· Be responsible for achieving a personal annual income target as set with the fundraising team.

· Research and write compelling funding bids for a variety of projects and matching these to appropriate potential Trust and Livery Company funders. 
· 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. 
· The Liveries Manager will have specific responsibility for implementing the current Livery Companies development plan and working with the team on the Trusts and Foundations development plan together with contributing to the development of future plans.

CORE DUTIES

· To manage a personal portfolio of identified high value Grant Making Trusts.

· To be the main contact for the team and the fundraising expert on the Livery Companies for fundraising, identifying the most effective approach and leading on applications, proposals and visits in order to maximise income from the movement. 

· In a support capacity maintain a pipeline of Trust prospects as per an agreed portfolio of Trusts.
· To maintain relationships with a personal portfolio of existing Trust and Livery donors, ensuring that they receive regular and appropriate communication with a view to securing future, repeat donations.
· To oversee manage and implement the Livery Companies development plan, including liaison with the Visit Co-ordinator in order to deliver the annual Lord Mayor’s Visit and any Liveries Days. 
· Work with colleagues across the organisation, to research and gather detailed information, including case studies for specific projects and to write comprehensive, compelling funding applications and reports.
· To support the Head of Trusts, Corporates and Liveries and Director of Fundraising with the research and preparation of major funding bids.
· To develop and maintain a databank of funding resources (e.g. Charity Funding Report) and generic Treloar’s information, including disability statistics, student statistics, etc. for use by the Fundraising Team in support of funding applications.
DAY TO DAY DUTIES

· To maintain accurate and up to date electronic and paper-based records, including personalised cultivation plans for Grant Making Trusts and Foundations and Livery Companies.

· To develop a system for recording any funding prospects who have been deemed inappropriate to pursue and to also pass any Major Gift prospects identified through research to the Head of Trusts, Corporates and Liveries for development. 

· To help maintain the Fundraising Priority List, ensuring that potential funders are matched with the most suitable project and that the status of all applications is logged and kept up to date.

· Through the Raiser’s Edge database, monitor the status/progress of specific funding applications and project reports for funders, following up as appropriate.    

· To contribute to the monitoring and recording of the value of pending funding applications as well as income received.   

· To manage, record and implement any commitments for donor recognition including naming rights, plaques, acknowledgement within annual review / on website, etc. 

· To understand the history and structure of the City of London Livery Companies and to identify and develop new ways of engaging the Livery Companies with our work.

· To host and lead fundraising visits to Treloar’s, assisting with the organisation of tours and working with the Visit Co-ordinator to ensure the smooth implementation of major visits.

· 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 understand and help to communicate information about the work of Treloar’s to a variety of constituencies.

· To act as an ambassador for Treloar’s, identifying possible leads and building links with potential supporters wherever possible.

· To be a good team player, working with colleagues across the Fundraising Team in order to maximise charitable income for Treloar’s.

· To attend and contribute fully to departmental meetings and other relevant meetings 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 fundraising activities.

· To represent Treloar’s on relevant internal committees and external bodies as appropriate.

· To keep abreast of developments in the charitable sector and those that will affect fundraising specifically through available resources including “Third Sector” and “Fundraising” magazines, Institute of Fundraising policy and special interest groups, forums and external training and networking opportunities. 

· To deputise for the Head of Trust, Corporates and Liveries if and as required. 

· 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.

Performance will be measured against agreed targets to be set annually as a joint exercise between the postholder and the Head of Trust, Corporates and Liveries and will be regularly reviewed.

PERSON SPECIFICATION – LIVERIES MANAGER
	MINIMUM
	DESIRABLE

	Qualifications

1. Degree level qualification
	· Institute of Fundraising professional qualification



	Experience

1. Previous experience of working within a fundraising environment, including experience of raising funds from Grant Making Trusts.

2. Demonstrable track record of personally asking for and securing charitable donations

3. Proposal/report writing experience

4. Experience of monitoring and working to a budget
	· Experience of building relationships at a senior level
· Experience of working with City of London Livery Companies


	Skills and Knowledge

1. Clear and concise writing style, with very high attention to detail

2. Very good written and verbal presentation skills

3. Ability to tailor writing style for different audiences

4. Ability to understand and help to implement a strategic plan for fundraising, including income and expenditure budgets

5. Ability to identify and evaluate viable fundraising projects and opportunities

6. Proficient IT and Internet user

7. Effective networker

8. Excellent interpersonal skills

9. Good telephone manner 

10. Strong organisational skills

11. Ability to plan and prioritise a complex and varied workload

12. Understanding of the key elements of successful supporter development

13. Knowledge of fundraising databases
	· Knowledge of Raiser’s Edge database

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



	Personal Qualities

1. A commitment to promoting and safeguarding the welfare of students

2. Highly motivated self-starter

3. Tenacious

4. Diligence and attention to detail

5. Goal orientated and target driven

6. Articulate and well-informed

7. Ability to deal with people at all levels

8. Dependable team player

9. Diplomatic and sensitive

10. Confident

11. Sense of humour

12. Strong belief in the work of Treloar’s

13. An understanding of and commitment to Treloar’s Equal Opportunities Policy

14. Warm and persuasive personality
	

	Personal Circumstances

1. Some evening and weekend work is required, for which time in lieu will be granted
2. Willingness to travel into London and other locations, as required
	· Full driving licence and own car


Treloar Trust is committed

to safeguarding children, young people AND VUNERABLE 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.

FURTHER INFORMATION
SALARY:


£29,014 to £35,215 per annum dependent on experience


 



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




