KINDRED
JOB DESCRIPTION
POST



Fundraiser  
BASE



Kindred, 7 Rutland Court Lane, Edinburgh, EH3 8ES
HOURS


21 hours per week
MANAGEMENT

Reports to the Director
RATE OF PAY


£25,000 per annum pro rata
Kindred is a national charity supporting parents of children with complex needs.  The post of Fundraiser is a key role within our parent-led organisation.  Kindred was established at the Royal Hospital for Sick Children Edinburgh in 1990 and we now reach over 700 families a year across Scotland.  The post holder will assist the Director in raising our public profile and generating income.  The parents that we support have children with life-limiting conditions, complex disabilities and/or significant care needs.  We support families of children in the community, in hospital, and in residential care.  Our Fundraiser has a broad remit and will work closely with our teams, including communications and administrative staff, to ensure that Kindred has a sustainable income base.
PURPOSE OF JOB
Raise income from trusts and foundations 

· Research new funders and fundraising opportunities
· Prospect and build relationships with new donors

· Write cases for support for projects

· Write and present funding proposals to Trusts and Foundations
· Evaluate funded projects and report back to funders

· Manage existing donor relationships
· Keep accurate records on Lamplight Database

Raise Income from Events
· Support and encourage fundraising events and opportunities

· Seek opportunities for and encourage volunteer fundraising events
Raise income from corporates

· Research and prepare and write applications for corporate charity of the year

· Develop sponsorship proposals and draft contracts for sponsors

· Manage relationships with corporate funders
Fundraising Stewardship and Strategy
· Record financial and personal contact to Data Protection Act standards 

· Maintain records of donations and correspondence on LAMPLIGHT database
· Design and lead on fundraising appeals and campaigns
· To collaborate on Kindred’s fundraising strategy with Director
· Write fundraising copy for website or media as required
· Collaborate with colleagues on marketing and fundraising projects as required
· Co-ordinate and promote fundraising appeals for individuals and corporates
KEY TASKS AND RESPONSIBILITIES:

· To continually promote the ethos and objectives of Kindred and the services it runs through the effective application of the organisation’s policies
· To develop funding strategies aligned to and supportive of the requirements and objectives of the organisation 

· Identify new funding sources for existing work and where appropriate to ensure new initiatives can be developed 
· Where appropriate, recruit and supervise a network of fundraising volunteers to support various fundraising activities

· To contribute to fundraising budget setting and monitor costs in line with budgets to ensure that all financial controls are in place 
· To undertake necessary administration / record keeping to ensure that records and activities are in keeping with legal and good practice requirements including data protection and health and safety.
· To create and maintain an accurate and up to date fundraising database 

· Ensure timely submission of internal and external reports to Director and funding partners to ensure all stakeholders are fully aware of all relevant issues

· To establish, maintain and develop external and internal relationships to help generate income

· To undertake other tasks, as assigned by the Director, to develop and promote the services of Kindred 
PERSON SPECIFICATION: Fundraiser 
	CRITERIA
	ESSENTIAL
	DESIRABLE



	EXPERIENCE
	· Experience of fundraising in the third sector
· Writing winning applications to local and national trusts and foundations
· Making winning pitches and presentations to local and national companies 
· Project evaluation skills for effective reporting to funders

	· Membership of the Institute of Fundraising
· Educated to degree/higher education level
· Experience of Lamplight database or similar

· Personal experience of living with a child with complex needs

	KNOWLEDGE 

AND SKILLS
	· Knowledge of the community, including local organisations, companies and potential funding sources 
· Competence in computer skills: using internet, IT and email systems, Microsoft Word, Excel and PowerPoint

· Excellent verbal and written communication skills

· Good numeracy skills
· Sound understanding of the voluntary sector

· Ability to meet timescales and deal with competing priorities 


	· Evidence of ongoing professional development

· Sound understanding of issues affecting children with complex needs 


	PERSONAL QUALITIES
	· Enthusiastic and well-motivated

· Effective communicator with people of all ages and backgrounds

· Committed and open to challenge

· Commitment to work as a team and on own initiative

· Committed to working to Kindred’s values and ethos
· Ability to work flexibly and respond to change
	


