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JOB DESCRIPTION

1. JOB DETAILS


Job Title: 

Corporate Fundraiser
Hours: 

22.5 hours per week 
Unit/Department: 
Fundraising Department
Reports to: 

Community Fundraising Manager
Tenure: 

Permanent
2. JOB PURPOSE 
1. To ensure the maximum potential income is generated from the local business sector. 

2. To build strong relationships at all levels within the local business community. 

3. To nurture existing corporate partnerships and develop new corporate supporters through networking events, meetings, use of fundraising initiatives and corporate events. 

4. To work with the whole of the fundraising team to ensure that any potential corporate supporters are communicated with and are developed to their fullest potential               
3. DIMENSIONS

This is a new post, working within the Community Fundraising team. 

To be responsible for achieving the corporate income target of £120k in 2019/20.
4. PRIMARY DUTIES AND RESPONSIBILITIES

· Deliver the Corporate Fundraising annual income and expenditure budget, contributing towards the overall fundraising target for Rowcroft Hospice in line with the department’s business plan and fundraising strategy.  

· Maintain and develop the existing portfolio of corporate relationships and identify and approach prospective corporate supporters and engage them in supporting Rowcroft  
· Display first class account management of corporate supporters to maximise income for Rowcroft and to build long term corporate relationships with a view to achieving Charity of the Year adoptions.  

· Design and deliver a series of Corporate Fundraising events and manage existing corporate initiatives including Jail or Bail and Precious Moments. 

· Engage employers and employees in staff fundraising initiatives to maximise income. 
· Work with fundraising colleagues to secure corporate sponsorship for major events, equipment and projects through researching and targeting potential sponsors, developing strong pitches  and negotiating contracts. 
· Act as ambassador for Rowcroft Hospice, representing the Hospice and undertaking public speaking at external events, including a wide variety of networking events.  
· Develop Rowcroft’s volunteer corporate ambassadors scheme and recruit new ambassadors to the team

· Be responsible for your own administration and efficiently organise all your own activities 

· To ensure all corporate fundraising activity is to the highest standard to safeguard Rowcroft’s organisational reputation. All activity should comply with relevant legislation, policies and practices (i.e. Health and Safety, Licensing laws, Data Protection Act).
· To ensure that all data relating to corporate fundraising is accurate and up to date and supporters are given the best possible supporter care and consistency. In addition, adhere to Data Protection legislation and Rowcroft policy and procedures relating to supporters.
· Keep up to date on best practice and developments within the charity sector generally and particularly changes to fundraising regulations and codes of practice.
· To undertake all other reasonable duties as required by the organisation.

5. COMMUNICATIONS AND WORKING RELATIONSHIPS

· Community Fundraising Manager

· Head of Fundraising 
· Community Fundraising Team

· Fundraising, database and communications staff

· Commercial & Finance Director 

· Executive Team
· Trustees
· Ambassadors, fundraising volunteers, Friends of Rowcroft and support groups
· Community fundraising individuals, groups and organisations  
8.   AUDIT CLAUSE

All members of staff are expected to participate in audit assessments as appropriate.

9. PERSON SPECIFICATION 

(Please see attached)

10. JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the postholder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

Postholder’s Signature:




Date:

Head of Department’s Signature:



Date:


9.  PERSON SPECIFICATION

	Attributes
	Essential
	Desirable

	Qualifications, special training and general intelligence
	· Educated to A level or equivalent 

	· IoF qualification or other relevant professional qualification
· Degree qualification

	Knowledge and skills
	· Excellent written and verbal communication skills to deliver fundraising pitches, presentations, ideas and project updates to a range of audiences in a clear, inspiring and confident way.
· Excellent networking and negotiation skills

· Evidence of effective interpersonal skills with an ability to work with diverse groups and individuals 
· IT skills including word processing, accurate data entry and presentation software.
	· Knowledge of Torbay and South Devon communities
· Knowledge of relevant fundraising laws, regulation and best practice 


	Experience


	· Experience of success in developing relationships in order to achieve results within a fundraising, sales, marketing or business environment.
· Experience of public speaking to groups

· Experience of working to income targets
· Experience of effective time management and prioritising conflicting workloads successfully. 

· Experience of working with volunteers 
· Planning, managing and evaluating events or projects
	

	Personal requirements e.g. communication, interpersonal
	· A proactive approach to carrying out tasks
· A high degree of tact and diplomacy
· Flexible and able to prioritise workload to achieve deadlines
· Creative and imaginative in approach to ideas and opportunities
· Target driven and a self-starter

	

	Other requirements, e.g. 

Rotas


	· To be able to attend networking meetings, fundraising events and activities which may be out of office hours 
· Ability and willingness to travel around the area
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