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Job Description
	
Role
	
Fundraising Manager


	Responsible to
	Director of Operations


	Department
	Fundraising 




1.  	Main objectives of the post
1.1	To develop and deliver the strategic direction of the department aligned to the organisational objectives of Epilepsy Scotland
1.2	To develop the fundraising strategy in order to maximise productivity and grow income streams. 
1.3	To oversee the coordination of fundraising activity across the organisation to ensure effective delivery of fundraising within Epilepsy Scotland.
1.4	To ensure the effective leadership to the Fundraising Team to enable team members to achieve their targets and objectives.
1.5	To manage ongoing relationships with existing funders and donors whilst identifying and realising new sources of funding.
1.6	To contribute to Epilepsy Scotland’s strategy and operations by participating fully in the Senior Management Team.
1.7     Working with the Trust Fundraiser to apply for funding and steward existing funding
    including:
· maintaining relationships
· acting as point of contact
· submitting reports	
2.	Accountability
2.1	To the Director of Operations on a day to day basis and ultimately to the Board of Directors.
3.	Principle Duties
3.1	Coordinating and managing fundraising efforts across the organisation.
3.2	Maintaining high standards of financial reporting by managing the budget for the Fundraising Team appropriately to ensure value for money and achievement of maximum return on investment.
3.3	Supporting the Senior Management Team and attending monthly meetings. 



Fundraising Opportunities
3.4	Developing and expanding existing fundraising streams to secure fundraised income and volunteer support for Epilepsy Scotland to:
· secure fundraised income
· improve profile 
· improve support for Epilepsy Scotland
3.5	Contributing to the promotion of Epilepsy Scotland’s public profile by developing the calendar of events.
3.6	Proactively identifying fundraising opportunities whilst developing and maintaining engagement opportunities which maximise donor income including representing Epilepsy Scotland at charity and networking events.
3.7	Ensuring all fundraising activity is carried out in accordance with the standards of:
· Scottish Fundraising Adjudication Panel
· Institute of Fundraising
3.8	Representing Epilepsy Scotland on the Board of Bighearted Scotland to increase income raised and the profile of Epilepsy Scotland.
3.9	Working with colleagues and external agencies to ensure appropriate marketing and event information is produced such as flyers, posters and publicity material.
	Staff Management 
3.10	Directing supporting and motivating the Fundraising Team.
3.11	Managing the performance of the Fundraising Team in line with the strategy for ensuring sustainability and growth.
3.12	Providing effective support to remotely managed staff.
3.13	Ensuring the Fundraising have access to appropriate information, support and resources to achieve their objectives.
	Financial Management
3.14	Maintaining high standards of financial reporting.
3.15	Managing the Fundraising Team budgets appropriately to ensure value for money and achieving maximum return on investment.
General
3.16	Creating and managing the fundraising databases as required.
3.17 	Attending evening and weekend events as required.
3.18	Supporting and supervising volunteers as required.  
3.19	Participating in the organisation’s Annual Appraisal and regular Support and Supervision processes.  
Health and Safety
3.20	Ensuring high standards of health and safety are maintained by adhering to the organisation’s Health & Safety Policy at all times.

Other
3.2	Any other relevant duties as required.


Signature…………………………………………….		Date………………………………..
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Fundraising Manager
Person Specification
	Personal Attributes

	Essential
	Desirable

	
Qualifications
· Educated to degree level or equivalent
· Relevant fundraising qualification or equivalent skills through ongoing professional and personal development
	

*
*
	



	
Experience
· Relevant experience in Community and Events Fundraising, Trust Fundraising and/or Individual Giving
· Demonstrable experience of successfully managing a large departmental income and expenditure budget
· Extensive experience of managing a team to achieve financial and non-financial targets and objectives
· Demonstrable experience of managing a team of fundraisers to achieve financial and non financial targets and objectives
· Relevant experience of working in the voluntary sector
· Practical experience of working within budgets and meeting targets
	

*

*

*


*

*
*
	













	
Knowledge
· Ability to develop and maintain effective relationships with members, individuals and fundraising volunteers
· Effective I.T. skills
· Good working knowledge of spreadsheets and databases (including Excel and Access)
· Working knowledge of Harlequin or other fundraising database.
	

*

*

*

*

	









	
Skills & Qualities
· Passionate about working with people
· Ability to motivate and enthuse others 
· Excellent communication skills – written and verbal
· Ability to work to clear deadlines and prioritise workload
· Ability to interact well with the public and people affected by epilepsy
	

*
*
*
*

*
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