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JOB DESCRIPTION – Fundraiser Individual Giving 
Ref B0032


1
JOB DETAILS

	Job Title
	Individual Giving Fundraiser
	Line Manager
	Individual Giving Team Lead

	Grade Level
	4
	Spine Pt Range
	23 – 25
	FTE salary range
	£25,216 to £26,928

	Section/Unit
	Fundraising
	Directorate
	Income Generation

	Location
	65 Bonnington Road, Edinburgh (currently working from home)

	Hours
	30
	FTE
	0.8 FTE

	OR
	To be in sympathy with the Christian ethos of Bethany 

	Holidays:
	180 hours per year


2
JOB PURPOSE
To work closely with the Individual Giving Team to recruit, develop and retain individual supporters in order to grow income for Bethany Christian Trust’s work to end homelessness in Scotland. The role will focus on stewardship, legacies and direct mail appeals through the delivery of projects, campaigns, marketing & supporter communication.
3      MAIN RESPONSIBILITIES                                                                    Approx. of time
	           Individual Giving
· Work with the Individual Giving team and Marketing team to ensure timely running and development of fundraising appeals and projects. Includes concept creation and project management for targeted direct mail appeals.
· Work collaboratively with colleagues in Individual Giving and the wider Fundraising team to write appropriate copy for appeals, supporter updates & other external communications.
· Work together with the Fundraising Administrator to ensure donations are recorded and appropriately thanked.
· Respond to the needs of Bethany’s supporters and the public through the handling of inbound calls, emails & letters in a prompt, professional, and courteous manner.
Legacy and In Memoriam 
· Assist the Individual Giving Team Lead in devising & implementing a legacy strategy. Includes project management, day-to-day promotion of legacy giving to current supporters, stewardship of legacy pledgers and legacy administration.
· Main point of contact for In Memoriam enquires and gifts.  Ensure In Memoriam donations are recorded and appropriately thanked.
Major Donors

· Aid development and implementation of a major donor strategy alongside Individual Giving Team Lead.
OTHER

· Assist the wider Fundraising Team to ensure wider team needs are met.
	25%
15%
15%
5%
15%
5%
10%

10%
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PLANNING AND STRATEGY
· Assist in the planning, implementation and delivery of fundraising campaigns.
· Support the development of tailored supporter journeys, assisting in their implementation to ensure an integrated, seamless journey for all supporters.

· Assist in the planning, implementation and delivery of legacy strategy and major donor strategy.
· Support the planning, content creation and production of Bethany’s Annual Report.
· Use Raisers Edge and other data management and research tools to assist in data mining and prospect identification.
4 COMMUNICATION
· Build positive, lasting relationships between Bethany and its supporters through written, telephone and face-to-face communication.
· Write fundraising and stewardship copy that is appropriate for Bethany’s supporters. 

· Communicate with staff across the organisation and conduct interviews with individuals supported by Bethany’s services.

· Contribute to the overall marketing strategy of the Individual Giving Team.
6
DECISION MAKING
· Contribute constructively to relevant planning meetings.
· Manage appropriate levels of stewardship for supporters.
· Adhere to and uphold all Bethany policies and procedures.
· Ensure relevant legislation is adhered to, in particular the requirements of the Chartered Institute of Fundraising’s Code of Practice and the General Data Protection Regulations.
7
KEY CONTACTS AND RELATIONSHIPS
· Bethany supporters and volunteers.
· External contractors and agencies.
· Bethany’s Operational teams.
· Bethany Executive Management Team.
· Bethany Managers’ Group.
· All members of the Fundraising team.
· Finance department.
8
KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB

The essential qualifications and characteristics that will be required of the person undertaking the role are:
· Experience of engaging and motivating supporters or clients.
· Excellent copywriting skills with the ability to write, appraise, and collaborate on fundraising/marketing copy.

· Excellent verbal communication skills with the ability to communicate with a diverse range of audiences confidently.
· An ability to speak with supporters about highly personal or sensitive topics such as Legacy or In Memoriam giving in a confident but tactful manner.
· An understanding of donor motivation with an ability to apply appropriate levels of stewardship.
· A sound, practicable understanding of marketing and communications.
· An ability to work on own initiative and as part of a multi-disciplinary team. 
· Strong IT skills, in particular with Raiser’s Edge, Excel and Outlook.
· Ideally, some experience within major donor fundraising or experience engaging with high net worth individuals.
· Ideally, some experience working in a professional fundraising environment or marketing/communications environment.
The post holder is expected to maintain and develop an awareness of current legislation and trends relating to appropriate areas of fundraising, ensuring that all work maintains the highest levels of confidentiality and is compliant with the relevant legislation and best practice.

9 DIMENSIONS 

· There will be a requirement to travel to meet stakeholders and supporters.

· There is an expectation that this role will encompass speaking engagements to groups of varying sizes and participation in fundraising events.
· Post is predominantly office based at Bonnington Road, Edinburgh.
10
JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION
The post holder is required to be in sympathy with the mission, ethos and values of Bethany Christian Trust. 
QUALITIES AND ATTITUDES
· Supporter focused 
· A positive and flexible attitude

· Friendly, warm and open communication manner
· Credible and professional team worker with the ability to work collaboratively
· Conscientious with an attention to detail and desire to maintain accurate records
· An understanding of the difficulties for those facing homelessness and the ability to communicate about this with passion to a diverse audience

· A willingness to grow professionally
· Preferably a passion for fundraising, communication, marketing or related field

Culture 
· Our standard is LOVE
· We SERVE others before ourselves

· We VALUE each person

The post holder will be expected to promote a common understanding of what the organisation’s values mean, and critical to success, consistently model the values in all activities and relationships.
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