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JOB DESCRIPTION
POST:

Fundraising Projects & Relationship Officer 
REF:




DEPARTMENT:


Marketing, Student Recruitment and Admissions
GRADE:


5 (FT)
REPORTING TO:


Fundraising & Alumni Relations Manager
SUPERVISORY RESPONSIBILITY:
non 
JOB PURPOSE:

It’s an exciting time at York St John University, as a team we aim to provide increased support for our students and introduce projects that go to the heart of our values. We are looking for an enthusiastic, self-driven, dedicated and resourceful person to help us develop our growing community, engage individuals/groups by creating fundraising opportunities, increase Donorship and sourcing key Trusts & Funds to assist the delivery of a robust fundraising strategy led by the Fundraising & Alumni Relations Manager. 
Using detailed knowledge of the University and its research strengths and fundraising priorities, engage and inspire alumni and supporters to advance the University’s mission.  To development & deliver an exciting Fundraising & relationship development strategy, to assist in providing a substantial contribution towards the University fundraising ambitions. Develop and deliver projects for the University’s future fundraising initiatives and work with the wider team to grow support from our ever-growing Alumni community. 

DUTIES AND RESPONSIBILITIES:
Fundraising 

· To develop and deliver an engaging and attractive programme of fundraising activities that is in line with the level of contributions the University aims to achieve, supporting the Fundraising & Alumni Relations Manager in delivering a robust programme of activities and campaigns.  
· To develop and drive a Fundraising strategy which increases active engagement from the Alumni community, increasing regular giving and attract key donors. To lead on new fundraising initiatives and grow contributions towards scholarships & gain potential donors. 
· To lead on a Trusts & Foundation application process to increase donations from external organisations and develop relationships with individual donors, working alongside the Alumni Support Coordinator in seeking new funding sources.
· Establish and maintain protocols for external funding applicants and stakeholder support. Streamlining systems in line with the University governance & compliance team. 
· To work with the Alumni Communications & Project Officer on engaging communications for donors and other stakeholders and to share and work with the University Comms team in promoting these activities. 
· Establish a legacy programme and work with the wider Alumni team in creating associated marketing materials and developing prospective target groups for increased financial support. 
· To produce a quarterly update report for the Fundraising & Alumni Relations Manager, showcasing funding leads and forecasting outcomes. 

· Provide support and maintain the management of a wide portfolio of scholarships, including the production of scholarship applications and the delivery of key materials to an organising panel. Working with the Student Support Team to ensure the possibility of additional funding support is available and the process is understood. 
Relationships

· To assist the Fundraising and Alumni Relations Manager in developing prospective donor relationships. Lead in developing the relationship in order to support the University fundraising aims, creating face-face opportunities as part of the stewardship approach. 
· Main point of contact for fundraising enquiries, working to develop them into proactive contributors.
· Engaging with Fundraising networks to gain industry best practices. 
· Establish and maintain a stewardship procedure enabling development of the relationship of key donors from beginning to the end of the contributor’s journey. 
· Working directly with recipients of scholarships, through a stewardship approach, maintaining the relationship in order to showcase and promote support opportunities for potential donors. Producing materials (case studies/film/written) to show impact.  
· Work with the Alumni Relations & Data Officer to establish key target groups, to support robust comms directed to the Alumni community around fundraising opportunities. 

· Identify specific areas of interest, whether that be sector or subject specific or other opportunities, to build alumni networks to support the University as appropriate in reaching the ambitions of the University strategic plan. 
· As part of the stewardship procedure, liaise and lead on creating core comms for donor engagement campaigns, working alongside the Alumni Communication & project officer to develop ongoing campaigns. 

Planning and Organising core events
· Introduce Fundraising events programme. Leading on key fundraising events to support the Fundraising and Alumni Relations Manager and the overriding Alumni strategy. 
· Taking ownership of events and leading projects, including covering budget and external engagement with contracted suppliers. 

· Support the smooth running of Alumni engagement events and activities organised across the team, either as part of core business or to support enhanced stakeholder engagement. 


· Take a flexible approach to tasks to support team needs.
Systems and Processes
· Monitor, analyse and evaluate donor activity and provide written reports to support the Fundraising & Alumni Relations Manager, in order to support strategic planning and future events. 
· Develop and maintain adequate systems, procedures & process to support fundraising initiatives and drive ongoing giving. Seeking support from Governance & compliance to assure legal accuracy when applicable. 
· The role will be responsible for ensuring accurate contributors’ data and maintenance of fundraising systems used across the Fundraising & Alumni team providing flexible support across a range of duties, aided by updated training of key areas. 
· Maintain accurate information across all fundraising & supporter information on the Fundraising & Alumni web pages. Deliver & Drive content for electronic (web/external sites) and hard copy fundraising materials. 


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

· To contribute to regular meetings within the Fundraising & Alumni Team, across the Schools and the University.
Decision Making
· Work with the Fundraising & Alumni Relations Manager maintaining an oversight of systems that support the effective running of priority projects and campaigns, flagging up any issues.

· Show flexibility and judgement to balance competing needs in the team and manage the expectations of colleagues.

· Demonstrate initiative in helping to foresee challenges and opportunities in planning work and raising these in a timely way.

Plus

· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained.
· Demonstrate a personal commitment to equality, diversity and inclusion and ensure equal opportunities are integral to the work of the department. 
· Ensure compliance with relevant legislation 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. 
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PERSON SPECIFICATION



POST TITLE:



Fundraising Projects & Relationship Officer 
SCHOOL / DEPARTMENT:

Marketing, Student Recruitment and Admissions
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

Education & Training 
	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

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


	E
	A / I


Knowledge & Experience 
	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Demonstrable experience in regular giving and gift fundraising


	E
	A / I 

	Experience of working across multiple projects simultaneously, balancing priorities and expectations


	E
	A / I

	Demonstrable experience of meeting targets 


	D
	A/I

	Awareness of GDPR rules and compliance and Data protection law and best practice and willingness to keep informed and up to date
	E
	A/I

	Experience of using databases 


	E
	A/I

	Excellent written and verbal communication skills with demonstration of creative thinking. 


	E
	A/I

	Experience of working within a small team and challenging fundraising environment 


	D
	A/I

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


	E
	A/I

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


	E
	A/I

	Excellent interpersonal skills at all levels 


	E
	A/IA

	Experience of organising and managing events


	E
	A/I


Skills & Attributes

	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Personal commitment to equality and an understanding of what this means in practice.
	Essential 
	Application 

	Ability to demonstrate strategic thinking


	E
	A/I/P

	Excellent Time Management skills


	E
	A/I

	Excellent stewardship skills


	E
	A/I/P

	Outstanding attention to detail
	E
	A/I

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

	A enthusiastic and self-driven individual. Who works well as part of a small team and enjoys contributing to team goals and success
	E
	A/I


The Leading in York St John Framework

YSJ is my University, I choose to be here, and I show my commitment by contributing to its long-term success. This Framework is used in our Recruitment & Performance Development Reviews, please take these into consideration when making your application and in your role.
	Self-Assured 
	I take personal responsibility. If not me, then who? If not now, then when?

	Agile
	I am proactive, creative and responsive in testing solutions. I continuously adapt my Approach.

	Socially Aware
	I contribute my knowledge, skills and time to the broader University community.

	Tenacious
	I confidently and passionately contribute my ideas and support others to do the same.

	Open-Minded
	I communicate with empathy and positivity, without prejudice.


Special Features

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

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.
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