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Community Fundraising Manager

Job Description


Job Title:  	Community Fundraising Manager - Support Groups and Tribute Funds 

Responsible To: 		Head of Income Generation 

Responsible For:		Community Fundraising Staff and Volunteers

Location:			40/44 Eglantine Avenue, Belfast, BT9 6DX

Hours:			35 Hours per Week

Salary: 			£30,311 - £34,894


Overall Purpose of the Post:

The Community Fundraising Manager - Support Groups and Tribute Funds has lead responsibility within Cancer Focus NI for facilitating and supporting income generation from local groups. The post holder will take the lead on supporting existing groups and developing new groups and initiatives.


Key Responsibilities:

Managing Fundraising

· To raise income for Cancer Focus NI’s services to ensure the organisation’s sustainability
· To design and implement a fundraising plan for an agreed area, to achieve agreed targets and to report regularly on same
· To develop new and existing Fundraising Groups to increase funds
· To ensure the engagement of local fundraising groups in developing new and existing community events and encourage participation in Cancer Focus NI fundraising campaigns
· To develop new and existing Tribute Funds (Forget-me-Not Funds) to maximise income and support fund holders
· Responsible for marketing and PR work for all fundraising events and act as a spokesperson for Cancer Focus NI
· To work within the Income Generation team to develop and support the Charity’s fundraising strategy
· To set and monitor performance targets
· To ensure that activity income and expenditure budgets are adhered to
· To undertake any other reasonable and related duties as required
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· To take responsibility for managing staff and local support group volunteers, ensuring compliance with organisational policies and procedures

· To ensure a positive team spirit, including encouraging excellence

· To ensure the personal and team development of staff through staff support, mentoring, training and coaching

· To identify and manage under-performance in a timely manner according to organisational policies and procedures

· To ensure compliance with Health and Safety within the workplace according to policies and procedures: ensure that all health and safety recommendations are implemented promptly and effectively 

** At this point, the intention is to develop this team and add paid staff


Departmental Role

· As a member of the Income Generation team, play an active role in the overall management of the Department

· To contribute to the overall achievement of Departmental targets

· To provide reports to management as required

· To contribute to the Department’s strategic and operational planning

· To contribute to interdepartmental working groups

· To represent Cancer Focus NI at ceremonial and inter-agency events
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PERSONNEL SPECIFICATION

Community Fundraising Manager - Support Groups and Tribute Funds 

The Personnel Specification shows essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post. Therefore, please address in completing the Application Form, each criterion listed in the specification, drawing upon all of your experience; whether at work or on a voluntary basis. Criteria to be used for short-listing are marked (S) and criteria marked (I) will be assessed at interview.  

	
	Essential
	Desirable

	
Experience
	
· 3 years’ experience in Community Fundraising (S)
· Proven track record of delivering 1:3 ratio from community sources over at least 3 years (S)
· Experience of developing and supporting local fundraising groups (S)
· Experience of marketing and PR for fundraising events and campaigns (S)

	
· Experience of business planning (S)
· Experience of drafting budgets (S)
· Proven track record of leading a team to deliver income targets (S)
· Proficient use of Raiser’s Edge (S)

	Qualifications


	· 3rd level qualification (S)
	· 3rd level qualification in Events, Marketing, Communications, PR or Business Management (S)
· Management qualification minimum ILM 3 (S)


	Skills
	· Excellent interpersonal skills with the ability to inspire trust and enthusiasm (I)
· Excellent written communication skills (S)
· Ability to construct and deliver a compelling case for support (S)
· Excellent presentational skills (I)
· Excellent organisational skills (S)
· Competent user of Microsoft packages (S)
· Ability to think strategically, plan and monitor a programme of fundraising projects to
agreed targets (S)
· Proven track record for ideas generation, evaluation and implementation (S)

	

	Personal Qualities
	· Enthusiasm, drive and commitment to
continuous improvement (I)
· Willingness to work evenings and weekends according to the requirements of the post (I)
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Applicants will hold a full, current driving license and have access to the use of a car or
some other appropriate form of transport to carry out the duties of the post.

This post involves considerable work outside normal working hours for which time off in lieu is available.

This Job Description is not exhaustive. It merely acts as a guide and may be amended to meet the changing requirements of the Charity at any time after discussion with the post holder.
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