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Philanthropy Executive: Job Description

Responsible to: CEO

Location: Leicester but able to travel via own transport across all of Leicestershire/Rutland.

Salary Band: £30,000-35,000 pro rata pa depending on experience + 5% contributory pension (on completion of a successful 6 months probationary period)

Annual Leave: 25 days + bank holidays (pro rata)

Contract: Permanent, negotiable hours over at least 30 per week (at pro-rata salary)

ABOUT US

Leicestershire and Rutland Community Foundation is a charity which encourages and enables private giving to local need. We act as a vehicle for local giving: we set up named funds for individuals, families and companies – like their own charitable trusts, at a fraction of the cost.

We either distribute donations immediately, or we invest them in an endowment fund to generate income for local need – or both. We currently match invested donations £1:£2. We distribute funds according to the wishes of each donor, to well-known local charities and to small voluntary groups.

We also deliver grants programmes for Comic Relief, Big Lottery, local authorities and others. We are one of 44 accredited UK Community Foundations, working independently but similarly.

The Community Foundation has made considerable progress in encouraging local giving, and has built the endowment to £1.75m. We are looking for an enthusiastic and personable individual to help increase our reach and profile, and build the endowment to much higher levels.

For more information about Leicestershire and Rutland Community Foundation please visit www.llrcommunityfoundation.org.uk. 
OVERVIEW OF THE ROLE

You will be part of a small and busy team of six. Your role will be to increase numbers of corporate, business and individual donor funds, working closely with the CEO, Board, and staff team.

You will need excellent verbal and written communication skills. You will be at ease making approaches, and building and managing donor relationships – particularly among businesses and personal advisors, and also with individuals and families. A background in client or donor management will be important, as will pitching for five and six figure sums, presenting to large and small audiences, and building high-level relationships with a range of stakeholders.

While you will need confidence and a real belief in the value of local donor funds, you will also need tact and the ability to understand different audiences. You will be raising money to targets, but you will be no ordinary fund-raiser: we offer a service in order to increase funds available for local needs of all kinds, rather than pursuing one-off sums for single issues.

This is an unusual role, and you will need to be a quick learner, who is comfortable with sometimes treading unknown ground – and does not need a luxurious office! We spend little on overheads.

Main Tasks

1. Secure new donor funds against targets from a range of donors, both companies and individuals, increasing the size of the endowment, and the range of Foundation named fund holders, through creating and maintaining new relationships

2. Help identify and pursue inactive and dormant trusts/charities which can be managed and re-purposed by the Community Foundation in the spirit of the original intent, working with any existing trustees

3. Pursue, set up or identify and attend weekly networking opportunities, events, presentations and one-to-one meetings, to achieve the above

4. Present to various sizes and kinds of audiences to achieve the above

5. Assist in organising and attending Community Foundation events

6. Develop and maintain an “ambassador” group, creating from scratch, and maintaining, a grouping of “valued representatives” who can lead us to audiences currently unaware of us

7. Work at all times with the Community Foundation database (DIGITS) to ensure all records are kept up-to-date with relevant information

8. Provide progress against targets and management reports to the CEO and Board

9. Provide support to the Trustees and CEO and team in all aspects of the development strategy, including work with private donors, local authorities, trust transfers and the Women & Philanthropy group

10. Contribute as a member of the team to the development and success of the Community Foundation

11. Work with all members of the team to achieve the Community Foundation’s vision and day to day tasks, acting in accordance with the policies and procedures of the organisation

12. Undertake any other reasonable responsibilities as directed by the CEO

Person Specification

Essential Experience

· Educated to degree level or equivalent and a minimum 3 years business development and/or fund-raising experience and/or the capacity to grow funding from various sources
· An experienced networker, with an ability to build high level relationships with a diverse range of stakeholders
· An understanding, or a genuine willingness to develop an understanding, of needs in Leicestershire and Rutland

Desirable Experience

· Familiarity with the charitable and voluntary sector
· Experience of marketing and/or product development
Personal Qualities

· Can quickly understand and persuasively communicate a complex message
· An expert networker
· Able to inspire people, through informal conversation or formal presentation, to give significant money to local needs
· Enjoys forming and maintaining relationships with clients, personal advisors and others
· Can plan and carry out strategy, while also being adaptable to new challenges and opportunities

· Either the ability to move very quickly and confidently into the business landscape of

· Leicestershire and Rutland, or already knows it well

· An excellent communicator both verbally and in writing, with strong presentation skills

· Flexibility and a practical, ‘can do’ attitude: a team player
Other

· Availability for some evening work.

· Full clean driving licence and reliable access to a car
DEADLINE FOR APPLICATIONS

5pm on Monday 18 August 2014

HOW TO APPLY

Please apply by e-mail to polly.rolfe@llrcommunityfoundation.org.uk, attaching your CV and a covering letter. 

No contact from agencies please
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