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First Step Community Project

Fundraising Officer (23.5 hours)

Job Description

Salary £33,251.87 (£21,556.39 Pro Rata)
Based on Full Time hours of 36.25

Funded for 12 months 
(This post will be offered on a 1-year fixed term basis 
and may be extended subject to funding)
Responsible to: Project Manager
Purpose of Job
The post holder will be central to the growth and sustainability of First Step’s Work. You will lead on securing funding and developing new projects that respond to the needs of local families with young children. This includes identifying funding opportunities, writing compelling bids and building strong relationships with funders and partners. 

You will also be responsible for increasing the organisations public profile through communication and marketing, raising First Step’s profile to attract new supporters, funders and partners.   
Key responsibilities 
Strategic fundraising & Project Development
· Lead the development of new projects that support families with young children, based on community needs and evidence of impact in collaboration with the Project Manager and key staff.
· Collaborate with staff and families to co-design initiatives that are inclusive, empowering and sustainable. 
· In collaboration develop and implement a fundraising strategy that supports both existing services and new project ideas. 
· Maintain a schedule of applications and reports.
· Ensure that required internal and external reporting is completed. 
Bid writing and income generation
· Write and coordinate high-quality funding applications to trusts, foundations, statutory bodies and corporate partners. 

· Ensure proposals clearly articulate the needs of families and the outcomes First Step aims to achieve as well as the impact of work to date. 

· Monitor funding trends and proactively seek new opportunities. 

Finance

· Understand the funding requirements for each project/service

· Analyse income and expenditure for each project/service in conjunction with the finance officer, creating income budgets to include forecasting and contingency planning. 

· Liaising with the Project Manager, ensuring that appropriate controls and monitoring are applied to project expenditure. 

Communications

· Create content to communicate fundraising, awareness and promoting First Step activities and services through appropriate channels. 

· Coordinate all online communication platforms for First Step (currently including website and Facebook) and explore new platforms to enhance the project’s reach. 

· Collaborate with colleagues across First Step to ensure effective storytelling and create content for external communications, targeting different audiences. 
· Create a series of case studies, supporting people to tell their stories for media and communication purposes. 

Partnership working

· Build and maintain strong relationships with funders, local authorities, health services, early years providers and third sector organisations. 

· Represent First Step at relevant networks, events and to raise the profile of our work and explore new opportunities. 

· Develop joint funding bids and collaborative initiatives with partner organisations. 

Internal capacity building
· Support staff in developing project ideas and understanding of the funding process.

· Share knowledge and tools to build fundraising confidence across the team.

· Provide training and mentoring where appropriate.  

Team contribution

· Contribute to a positive, inclusive working culture

· Support staff wellbeing and development in line with First Step’s values

· Ensure fundraising aligns with program goals and community priorities
· Actively engage with staff to ensure effective project monitoring, funding outcome reporting and achieving strategic objectives 

Supervision Received
The post holder will receive monthly support and supervision from the Project manager.
Experience
The post holder must have proven evidence of fundraising and project development. Strong bid writing and excellent communication skills with a working knowledge of marketing and communication approaches. 
Review of this job description

This job/role description is intended as an outline indicator of general areas of activity and will be amended in the light of the changing needs of First Step Community Project. It is expected that the post holder will be as positive and flexible as possible using this document as a framework.
