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JOB DESCRIPTION
POST:
Fundraising / Philanthropy Officer
POST REF:


TBC
DEPARTMENT:

Marketing and Communications
GRADE:

5
REPORTING TO:

Fundraising and Alumni Manager
MANAGEMENT RESPONSIBILITY:    None 
JOB PURPOSE:

It’s an exciting time at York St John University with a new development strategy aiming at providing support for our students and projects that go to the heart of our values. We are looking for a dedicated and resourceful Philanthropy Officer to help us drive that strategy, engaging individuals and corporations with our work and to work with the Fundraising and Alumni manager to develop a major donor strategy and build a pipeline of donors.
DUTIES AND RESPONSIBILITIES:
1. To help create and drive a Philanthropy strategy and an ensuing programme of activity
2. To raise sums of money of £1000 and over from individuals and corporations
3. To meet with prospects and donors face to face and to build long lasting relationships
4. To work with university schools and departments to identify opportunities for both fundraising and potential funders.
5. To work with the Database, Research and Stewardship Co-Ordinator to identify, research and steward prospects

6. To work with York Business School, YSJ London and other corporate facing departments to identify potential corporate prospects in York and London
7. To work with the Fundraising and Alumni Engagement Co-ordinator on stewardship events for prospects and other stakeholders in York and London

8. To work with the Fundraising and Alumni Engagement Co-ordinator on engaging communications for donors and other stakeholders and to feed back appropriate stories and news items to both the F&A Engagement Co-ordinator and to the university comms team

9. To assist the Fundraising and Alumni Manager on applications to Trusts and Foundations and the setting up of an Individual Giving programme

10. To produce regular feedback and reports

11. To ensure all communications and work is accurately recorded on the CRM in a timely fashion

12. To ensure the greatest confidentiality and adherence to Data Protection Laws, GDPR and University policy.

Plus
· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained

· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University

· Ensure compliance with relevant legislation, including data protection and statutory codes of practice, as advised

· Participate in the arrangements for performance review                    
· Ensure that professional skills are regularly updated through participation in training and development activities

· Ensure all University policies are implemented within the remit of this post
Health & Safety
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 

PERSON SPECIFICATION



POST TITLE:
Philanthropy Officer
DEPARTMENT:
Marketing and Communications
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)

	MEASURED BY:

A     Application form

I      Interview

T/P Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)

	Educated to degree level or equivalent work experience relevant to Alumni Relations and Fundraising.

	E
	A/I

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)

	Demonstrable experience in major gift fundraising
Demonstrable experience of meeting targets 
Awareness of GDPR rules and compliance and Data protection law and best practice and willingness to keep informed and up to date
Experience of using databases 

	E

E

E

E
	
A/I/P
A/I/P
A/I

A/I



	Excellent written and verbal communication skills
Experience of working within a small team and challenging fundraising environment 

The ability to juggle workload and deadlines and to reassess priorities when needed whilst working to a tight budget

A good knowledge and experience of a wide range of on and offline communication tools

Excellent interpersonal skills at all levels

Experience of organising and managing events


	E
D

E

E

E

E
	A/I

A/I
A/I

A/I

A/I

A/I

	
	
	

	SKILLS/ATTRIBUTES 

(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)

	Ability to demonstrate strategic thinking

Excellent Time Management skills
Excellent stewardship skills

Outstanding attention to detail
	E

E

E

E
	A/I/T

A/I

A/I/P
A/I

	The ability to meet deadlines and juggle priorities
	E
	A/I



	A self starter who needs little supervision but who works well as part of a team and enjoys contributing to team goals and success
	E
	A/I

	BEHAVIOURS

Behaviours will be tested at interview against the Contribution Framework (available on the recruitment web site under Our Culture & Values - Values & Principles) www.yorksj.ac.uk/values-and-principles

	Delivering a great service

Taking a professional approach

Working together as a team


	E

E

E
	I

I

I

	SPECIAL FEATURES

(e.g. Travel, DBS)

	Flexibility to work out of standard office hours, including occasional weekend and evening work.

	E


	A/I




This is not a comprehensive definition of the post.  Postholders are expected to undertake any work that comes with the remit of the post’s main objective.  This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















