ACTION MEDICAL RESEARCH

JOB DESCRIPTION
Job Title:


Community Fundraising Manager

Department:

Community Fundraising 

Working Base:

Home based

Geographical Area:
East Region (Beds, Cambs, Essex, Herts, Lincs, Leics, Rutland, Northants, Norfolk and Suffolk).
Reporting To:

Head of Community Fundraising

Responsible For:
Management and support of volunteer committees, individual supporters and events portfolio.
Main Purpose of the Job

1. To be responsible for the strategic direction, planning and day-to-day management of community fundraising within a given geographical area.

2. To be responsible for achieving agreed fundraising targets for the area through effective management, support and cultivation of both existing and new volunteers, individual supporters and the portfolio of events activity including Ride 100 and Plod events.
3. To research, identify and develop new fundraising opportunities and areas of potential support, including potential high net worth supporters, corporate contacts and 3rd party adoptions.

4. To represent Action Medical Research in the community and play an active and visible role with volunteers, local media and other supporters.

5. To contribute to the development and success of the National Fundraising Strategy and fundraising targets.
Specific Tasks
1. Working within the framework of the National Fundraising Strategy, to develop, implement and monitor an annual area fundraising plan and budget.

2. To regularly review outcomes and performance against plans and to make appropriate strategic recommendations and take remedial action where necessary.

3. Contribute to the strategic planning and budgeting of the overall Community Fundraising Plan, as part of the National Fundraising Plan.

4. Take a broad view of all fundraising activities and ensure that opportunities are optimised for Action Medical Research as a whole through forging close working relationships with Head Office staff.

5. Assess the potential of existing committees and propose strategies for their future management, support and development to ensure that they are maintained and motivated to reach their fundraising potential.

6. Assist in volunteer development by coaching and training in group situations or on a one to one basis.

7. Establish new local committees utilising the support of existing committees, County Chairs, the National Volunteer Committee and other local contacts.

8. Research and identify opportunities for working with local companies and trusts.

9. Undertake talks and presentations and be the key staff representative for Action Medical Research in the area.

10. Raise public awareness within the area by working actively in the community with local media and other relevant organisations.

11. Monitor and analyse the performance of the area and producing monthly reports showing performance against objectives for all fundraising activities within the area.

12. Play an active role in Community Fundraising Team meetings and, if required, manage specific projects on behalf of the whole team.

13. Working with the central fundraising departments, to contribute to national development plans for legacy fundraising, generating and maintaining relationships with high net worth individuals and trust applications in the region.

14. Work with the Supporter Services department to ensure that all data on volunteers and fundraising contacts is accurate and up to date.

15. Keep the Head of Community Fundraising fully briefed on all activities being undertaken.

16. To keep abreast of Charity Law and fundraising developments across the charity sector by networking with fundraising staff in other organisations, undertaking training and abiding by the Charities Act and ICFM codes of conduct.

17. Maintain an up to date knowledge of Action Medical Research, including an understanding of the principles governing the funding of research and the types of grants made available.

18. Undertake any other duties of a compatible nature as may be required from time to time by the Head of Community Fundraising.

This Job Description is a statement of requirements at the time of writing.  It should not be seen as precluding future changes after appointment to this role. 

Person Specification

1. An in depth knowledge and understanding of the principles and methods of local community based and volunteer led fundraising

2. An understanding of the management and organisation of high profile fundraising functions.

3. A working knowledge of sponsorship negotiation and acquisition for key functions and events

4. An understanding of the principles of relationship fundraising and supporter care.

5. A broad knowledge and understanding of the principles and methods of other fundraising activities such as corporate, trust, legacy and individual fundraising.

6. A knowledge and understanding of the principles and practices of strategic planning and budgeting.

7. Knowledge of current industry-wide good practice in fundraising and a broad awareness of market trends, in particular with relation to volunteer led fundraising.

8. A good understanding of the business and social networks in the area.

Skills

1. The ability to develop, implement and monitor strategic plans, present budgets and interpret financial information. 

2. The ability to research, assess and initiate new opportunities within the context of an overall plan.

3. Able to manage the detailed content involved in function/event management and to support the supervision of key volunteers involved in such activities.
4. Able to recruit develop and train, motivate and manage individuals and teams of volunteers to give of their best.

5. Able to use interpersonal skills to engage effectively with others, understand what motivates them and respond appropriately.

6. Written communication skills and a high level of numeracy to be able to produce business plans, monthly reviews, press releases, letters, presentations and other similar documents.

7. Excellent verbal communication skills, able to deliver presentations and give local media interviews.

8. Able to work as part of a team, to see and understand the national picture and to contribute effectively to team plans and goals.

9. IT literate – use of word-processing, spreadsheets, PowerPoint and databases. 

Experience

1. 2 years proven track record of successful income generation in the voluntary sector or able to demonstrate transferable skills from the commercial sector.

2. Track record of identifying, establishing and retaining effective new supporters and fundraising committees/groups.

3. Track record of working with business communities and social networks.

4. A minimum of 2 years experience of developing, implementing and monitoring plans.

5. Experience of working as part of a team and contributing to team plans and activities.

6. Experience of managing and leading projects.

7. Experience of training and developing volunteers.

Special Conditions

1. To hold a full UK driving licence and be prepared to travel throughout the area.

2. Willing and able to work weekends and evenings when required.

3. Able to provide suitable home office space (Action Medical Research will provide office furniture and equipment).
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