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JOB DESCRIPTION 
	Job Title:
	Fundraiser 

	Salary:
	JNC 11 = £14,733 pa pro rata with movement up the scale based on performance

	Responsible to:
	Director

	Location:
	Martineau Gardens and working from home as agreed

	Hours of work:
	15 hours per week

	Contract length
	Fixed term; one year and then to be reviewed


Purpose of the role: to raise funds for Martineau Gardens to enable the Gardens to continue to stay open to provide services and opportunities to the people of Birmingham.

DUTIES AND RESPONSIBILITIES
1. Delivery of the fundraising strategy, particularly focusing on Trusts, and Individual giving
2. Developing Cases for Support and writing funding applications

3. Building relationships with funders and donors and developing an understanding of who can be approached for what projects

4. Monitoring donations from all sources

5. Managing the processes of donations in line with legal requirements, including regular giving.

6. Working with the Marketing and Communications officer to ensure that  promotional material, Social media and website content is accurate, updated and within the ‘brand’ guidelines
7. Providing guidance to the Friends about best practice and legal requirements in fundraising while  supporting and encouraging their fundraising activity 

8. Working with the Marketing and Communications officer  to communicate with donors though a variety of media 

9. Supporting existing fundraising events, and developing new events to  generate additional funds

10. Providing accurate  reports of fundraising achievements, ROI, and future priorities in line with the Fundraising Strategy
11. Contributing to the smooth running of Martineau Gardens in whatever way is needed

12. Any other duties as required by the organisation

PERSON SPECIFICATION

	
	Application
	Test
	Interview

	Experience:

	Fundraising from Charitable Trusts, the Lottery and individuals
	(
	(
	

	Writing funding applications to large and small funders
	(
	
	

	Maintaining accurate records 
	(
	(
	

	Connecting with donors and understanding their motivations
	
	(
	

	Delivering fundraising events
	(
	
	

	Building positive relationships with a wide range of stakeholders
	
	
	(

	Leading and working alongside volunteers
	(
	
	

	Working within Data Protection requirements
	(
	
	

	Skills:

	Confident communication (verbal and written)
	
	(
	(

	Excellent copy writing 
	(
	(
	

	Ability to organise and prioritise with attention to detail
	
	(
	

	Proficient in the use of Microsoft Packages, specifically Word, Excel, Access, PowerPoint  and Publisher 
	(
	
	

	Planning ahead and working to deadlines in a systematic way
	(
	(
	

	Research and analysis of suitable funding opportunities
	(
	(
	

	Analysis of impact and reporting in a concise manner
	
	(
	

	Use of Customer Relationship Management systems and Social media
	(
	
	

	Attitudes/Behaviours:

	Understanding of, and commitment to, the ethos of Martineau Gardens as expressed in its Mission, Values, Objectives and Activities document
	(
	(
	(

	Demonstrable commitment to Martineau Gardens’ equalities ethos and an ability to put it into practice
	(
	
	(

	Creativity and enthusiasm with a positive and solutions-focused attitude.
	
	(
	(

	Ability to work with a wide range of people
	
	(
	

	Accepting the need for confidentiality and showing an understanding of sensitive information and situations
	
	(
	

	Willingness to work some weekend and evening hours
	(
	
	

	Excellent networker and relationship builder
	
	(
	


We ask that you declare ‘unspent convictions’ and that you are willing to undergo a Disclosure and Barring Service check
.
Please send your CV and a letter responding to the Job Description and Person Specification to caroline@martineau-gardens.org.uk by 5pm on 20 June.  
 SHAPE  \* MERGEFORMAT 
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