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Job description

This job description describes the practical purpose and main elements of the job.  It is a guide to the nature and main duties of the job as they exist currently, but is not intended as a wholly comprehensive or permanent schedule.
	1. JOB DETAILS

Job title: Senior Fundraiser – Trusts and Foundations

Department: Marketing and Fundraising
Reports to: Head of Finance and IT                   Reporting to job-holder: n/a


	2. OVERALL PURPOSE OF THE JOB

The post holder is responsible for ensuring the organisational Trusts and Foundations target is met within budget.  Supporting the fundraising strategy in collaboration with colleagues.



	3.  JOB DIMENSIONS
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Budget:

The post holder is responsible for ensuring that agreed fundraising income targets are met for Trusts and Foundations. 

All plans, projects and budgets must be agreed with the Head of Finance and IT in advance. 
Communication and collaboration with:

· St Andrew’s First Aid stakeholders, especially donors and service delivery colleagues.

· All fundraising employees.

· Trustees and Administrators of Trusts and Foundations.

· External agencies.


	4.  YOUR ROLE
Our vision, “To equip the people of Scotland to provide prompt and appropriate first aid to anyone suffering injury or sudden illness”, can only be achieved if we have sufficient funds in place and the strategies to make the organisation more sustainable.

Your responsibility is therefore to continuously seek out all available income sources from Trusts and Foundations and to prepare and submit high quality funding applications while positively contributing to the small fundraising team by giving appropriate support, adding value, assisting with meeting key performance indicators and offering strategic direction and guidance in your area of expertise.

You’ll efficiently use your Trusts and Foundations networks plus corporate foundation knowledge to make appropriate financial asks for core and project costs.  You’ll use the networks within St Andrew’s First Aid to forge new relationships and effectively   re-engage with previous Trust supporters, stakeholders and donors, efficiently managing and stewarding gifts and donations offered.  To help ensure robust communications you’ll ensure the Head of Finance and IT and the Chief Executive are accurately and timeously updated on any restrictions to donations given, or any issues you encounter.

To successfully deliver in this post you’ll need to ensure you have excellent knowledge of our services, understand how they are funded, and ensure your fundraising practices are current, effective, ‘driven and dynamic’ and follow best practice.

Your principal role is essentially to explore and maximise possible income from Trusts and Foundations – in essence, you’ll own and be the main driver of improving income generation from this sector.  You will work closely with everyone to fulfil fundraising team outcomes, engaging and working with members to ensure all are well informed of what you’re doing/your plans, and you of theirs.

You will be an ambassador for the charity helping raise our ‘brand’, increasing awareness, developing understanding and instilling a sense of the absolute value of what we do/how that will continue to grow to meet demand.  You need to ensure potential benefactors are fully aware of our need for their continued support, how critical that is, and their positive impact by doing so.



	5.  BEHAVIOURS 
You will need to be an experienced Trusts and Foundations fundraiser, good at dealing with complex financial figures, a highly effective communicator (both verbally and in writing) with strong relationship management skills, able to work to deadlines/schedules, and to deliver income targets. 
a. Ensure you remain current, informed and well connected.

b. Seek to positively influence, contribute to and continuously improve everything you work with.

c. Form respectful, co-operative and trusted relationships with your colleagues, donors and stakeholders.

d. Ensure communications across the organisation are transparent, clear, informative and timeous.

e. Ensure that all data you touch is fit for purpose, adds value to your role, is accurate, and ultimately assists you and others to achieve fundraising objectives.

f. Always act with professionalism, integrity and in the best interests of St Andrew’s First Aid, our people, our volunteers and other stakeholders.

g. Be proactive, energetic, enthusiastic and committed.

h. Ensure we operate effectively, fairly, legally, efficiently and at low ‘risk’.

i. Be an ambassador for St Andrew’s First Aid by maintaining our values, standards and delivering for the good of everyone to your best ability at all times.



	6.  MAIN DUTIES AND RESPONSIBILITIES 
a. To raise funds through active engagement and positive relationship management with key people in charitable Trusts and Foundations.
b. To create and maintain current, accurate portfolios of all engaged Trusts ensuring regular communications and contact to ensure strong, long term relationships and maximum income.
c. To ensure all proposals are well researched using up to date information regarding St Andrew’s First Aid.
d. To write persuasive proposals with an excellent case for support.
e. To work closely with St Andrew’s First Aid staff to find out anecdotal stories to include in proposals. 

f. To ensure the stewardship of any gift is adhered to, with any restrictive clauses fully discussed with the Head of Finance and IT, Chief Executive, and Trustees as appropriate. 

g. To formally thank funders within appropriate timescales and supply them with updated information on a quarterly basis.

h. As a minimum, reach your Trusts and Foundations fundraising target.

Support
i. Define, develop, implement and continuously improve all St Andrew’s First Aid Trusts and Foundations fundraising related policies, practices, procedures and measures.

j. Forge beneficial relationships with external contacts/stakeholders/employers to maximise positive outcomes for St Andrew’s First Aid.

k. Ensure your communications internally and externally are properly targeted, timeous, accurate and informative.

l. Involve, enable, coach and support people at all levels to improve performance and deliver outcomes.

m. Help create and maintain a positive results and improvement driven culture.

n. Ensure we deliver on all legal requirements and best practice relating to fundraising.

o. Be an ambassador for St Andrew’s First Aid.


	7.  YOUR KEY PERFORMANCE INDICATORS AND STANDARDS 
a. To meet personal income targets.
b. Build lasting relationships with Trusts and Foundations, donors and stakeholders.
c. Improve the fundraising net return ratios and Trusts and Foundations donor retention levels.
d. Drive down fundraising costs. 


	8.   ADDITIONAL COMMENT 
This job description is not designed to be a complete description of everything you have to do to ensure success – at the end of the day you need to be flexible in your approach and thinking, innovating and developing all areas within your remit to positively impact on our Trusts and Foundations fundraising and our people.

Ultimately you are responsible for every aspect of your role, and as a result, you’re relied upon to use your expertise, skills, knowledge, experience, judgement, etc. to be continually striving for excellence in everything you do, and with everyone you deal with.  As part of the team, we will ensure you get the best support we can deliver to allow you to fulfil that. 
Note:

Every job description in the organisation will be subject to a review either:

· on an annual basis at the time of the annual appraisal meeting, or

· as a result of a change in strategic direction, or

· as a result of a team/operational requirements, or

· as a result of agreed performance appraisal needs and objectives, or

· within six months of appointment.
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Senior Fundraiser – Trusts and Foundations
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