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Glasgow Council on Alcohol

14 North Claremont Street
 Glasgow G3 7LE
Tel: 0141 353 1800

www.glasgowcouncilonalcohol.org
JOB DESCRIPTION

1. JOB TITLE:   Fundraising Manager 
2. RESPONSIBLE TO:  
Chief Executive Officer

3. Hours:     21 – flexible hours across the week with hybrid home/office working.  Includes day, evening and weekend work as required.
4. Type of Contract: Fixed term initially for one year with review and possibility of extension
5. Salary : £29,416-32,148 pro rata
6. JOB PURPOSE:
We are looking for an individual to lead on tender bids, identify suitable Trusts, Foundations and other grant-making bodies, writing timely, factual and compelling funding applications, and co-ordinating the writing of reports to funders. Further developing opportunities for legacy and monthly income generation to enable GCA to continue the development of our services to those who need us most.
7. KEY RESULT AREAS:
Strategy and Planning

· Develop and maintain a Fundraising Strategy for GCA linking to the organisational objectives which includes targets and cost of implementation
Fundraising Activity 

· Research, prepare and submit tender bids for ongoing and new service development

· Write funding and grant applications to charitable trusts, foundations and statutory bodies to secure funding 

· Develop and manage a portfolio of Trusts ensuring timely and appropriate communication and reporting in order to build long term funding relationships 

· Develop bespoke activities and communications to generate income from existing and new individual supporters from legacy planning to monthly donations
· Plan. Implement and review community based fundraising events with just giving targets
· Liaise with the Senior Managers  and team leaders to plan projects requiring funding; set potential outcomes and outputs; prepare financial budgets
· Developing information provided by frontline services into targeted bids
· Ensure Senior Managers and team Leaders understand and meet conditions set by funders and report accurately and timely to funders

· Organising site visits/meetings with funded staff where required 

Measuring and Reporting 
· Reviewing successes and failures of applications & implement necessary changes 
· Tracking and analysing giving practices to identify trends which could affect the success of applications 

· Develop and manage and record data regarding funders and applications 
· Monitor and report progress towards achieving fundraising performance indicators, and providing accurate reports for the Senior Managers and Fundraising Committee 
· Prepare monthly report for the CEO on the progress of fundraising

Other
· Be an advocate for GCA when attending any external meetings

· Recruit volunteers to assist with fundraising
· Work in partnership with other departments in Glasgow Council on Alcohol

· To participate fully as a member of the GCA team and contribute to its current and future developments

PERSON SPECIFICATION

	ESSENTIAL
	DESIRABLE

	Knowledge

	· Experience or knowledge of tender writing, grant making trusts, foundations and  statutory bodies

· Proven experience of assessing grant applications against specific policies/criteria
· Experience of tender applications
	· Basic knowledge of alcohol related harm 

· Understanding of working in/with NGOs or small charitable organisations
· At least two years of proven successful experience of seeking and gaining commitment from Foundations and Trusts



	Education 

	· Educated to degree level in a relevant discipline or relevant experience


	

	Skills & abilities

	· Proven ability to develop and deliver on strategic plans

· Proven ability to manage and develop relationships with trusts and foundations

· Excellent written English (including grammar, spelling, creative writing)

· Excellent research and networking skills

· Proven ability to communicate complex issues clearly and succinctly verbally and in writing

· Ability to identify and maximise funding opportunities

· Computer literate with MS Office skills, including the ability to analyse and manipulate data

· Experience of database management

· Ability to establish strong working relationships with colleagues
· Ability to manage multiple priorities and work to deadlines

· Work successfully to targets, delivering objectives and desired outcomes
	· Experience of managing complex projects and donor relationships

· Strong negotiating skills

· Ability to analyse financial information and present it in an accessible format



	Personal qualities

	· Positive and confident disposition

· Assertive and articulate

· Work well under pressure and able to juggle several projects at once

· Approachable and adaptable, team player
	· Willingness and ability to undertake appropriate training and development as required
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