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	Job Title:
	Individual Giving Manager



	Responsible to
	Head of Individual Giving


	Location:
	Elmbank Crescent, Glasgow




	Main purpose of job 

To generate income for Scottish Opera by providing management and stewardship of individual donors, especially members of the Alexander Gibson Circle, Emerging Artists, Friends of Scottish Opera and Education Angels.  The post holder will be involved in developing new individual supporters and encouraging existing donors to increase their giving, whilst maintaining flawless donor records and strong communication links with corporate and trust fundraisers.




	Key accountabilities 

· Managing the communications and giving of Scottish Opera’s individual donors up to £5,000; supporting the Head of Individual Giving to develop and steward donors at higher levels

· Asking individual donors for membership renewals and encouraging upgrades, as may be appropriate within their giving cycles

· Developing and implementing strategies to ensure a smooth donor pathway between Friends, Patrons and other Scottish Opera giving

· Ensuring that donors involved in annual giving cycles remain satisfied and engaged; processing renewals with courtesy, gathering feedback and responding as required

· Working with the Head of Individual Giving to plan and manage campaigns to attract more individual supporters and increase support from current donors
· Identifying legacy prospects in conjunction with the Head of Individual Giving and Donor Development Manager and working to ensure that donors are aware of our legacy giving scheme, the Dame Janet Baker Circle, and the Scottish Opera Endowment Trust
· Managing and working closely with the Fundraising Support Officer, supporting their professional development and ensuring Individual Giving team targets are achieved 
· Working with the Events Manager to ensure that a suitable range of activities and events is available for individual donors, building and increasing their close involvement with the company and developing their giving

· Supported by the Head of Individual Giving, planning and delivering stewardship programmes designed to achieve high rates of annual renewals of donations

· Communicating with donors and prospects via individual or group meetings, telephone calls or by letter, as may be most appropriate, to ensure donor satisfaction and appropriate stewardship
· Overseeing the process of direct priority booking for supporters, facilitated by the Fundraising Support Officer
· Maintaining accurate, appropriate donor records, compliant with Data Protection legislation and with fundraising good practice; working with the Fundraising Data Manager to ensure that data is kept in an appropriate manner and used to generate donor insights



	Key accountabilities /cont.

· Processing gifts and direct debits in conjunction with the Fundraising Data Manager  
· Maintaining an up-to-date knowledge of tax laws in order to ensure Scottish Opera is gaining maximum advantage of such laws. 

· Maintaining an up-to-date knowledge of data protection legislation to ensure compliance.

· Attending performances and events according to the department rota, in order to provide stewardship to donors
· Working seamlessly with colleagues across the Fundraising and wider Scottish Opera teams
· Any other duties as may reasonably required 


	Person specification

Qualifications or Training Requirements

· At least two years’ experiences in an individual giving fundraising environment preferred 
Knowledge, skills, training & experience 

· Knowledge of individual giving fundraising technique and fundraising best practice across the whole charity sector.

· Knowledge of tax laws and data protection legislation

· Knowledge of Spektrix would be an advantage

· Knowledge of the arts sector, and in particular of opera, would be an advantage

Personal Skills

· Excellent interpersonal, communication and copywriting skills 
· An innovative, imaginative and flexible approach 

· Good record keeping and excellent computer skills 
· Approachable to colleagues and donors
· Organised and systematic in approach
· Aware of wider fundraising opportunities; able to alert or work with colleagues in order to take advantage of opportunities


	General Terms and Conditions

	
	

	Hours of Work:
	Standard office hours are 35 hours per week, 9.30am to 5.30pm, Monday to Friday, with an hour for lunch.  This post also requires evening and weekend working when necessary.

Payment for overtime is not applicable to this post



	Annual salary:
	£29,358

	
	

	Holiday entitlement:
	25 days per annum plus 10 public holidays

	
	

	Probationary period:
	3 months

	
	

	Pension:
	Pension automatic enrolment is in operation within the Company.  You will be automatically enrolled into the pension scheme, you will contribute 4% of salary, and the Company contributes 8%.  
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