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Job Description & Person Specification

	Job Title:
	Individual Giving Manager (Maternity Contract)

	Department:	
	Fundraising


___________________________________________________________________________
Job Purpose: 
The employee will be responsible for driving our individual giving programme to deliver significant growth in income from individuals - with emphasis on regular giving.  

___________________________________________________________________________
Scope:

	Reports To:
(level in org/contacts)
	Responsible For: (supervisory and other)
	Financial Responsibility:
(income and expenditure)

	Director of Development
	Database Administrator
Fundraising Administrator
	DM Budget


___________________________________________________________________________
Responsibilities Specific to the Post:

Management of the Individual Giving Programme - Direct Mail (warm/cold campaigns, Tax Reclaim, Donor care newsletter), Door to Door, Regular Giver programme, - planning, budgets, agency engagement, creative, briefs, production, analysis.

Management of the Donor Care Programme - Ensuring all new supporters are communicated with appropriately and effectively, implementing an online and offline communications plan for donors (in collaboration with DM agency), responding to queries and complaints

Management of the Individual Giving Team – Database Administrator and Fundraising Administrator 

Working with the Database Manager to ensure the most effective use of the CRM database– training, policies, analysis and planning. Utilise the database to give operational support (preparing data, gift processing and thank you materials) for all of the above campaigns and appeals.




Financial planning and reporting - monthly forecast for all Individual Giving to maximise efficiency, value and income.


Online Giving - Provide operational and strategic support to develop Barretstown’s online giving channels

Fundraising Governance - Champion the Statement of Guiding principles for fundraising and ensure Barretstown adherence to best practice.

Data Protection- give operational and strategic support to ensure that the best data protection principles are adhered to for all individuals givers.

Special Projects 
Provide support for Legacy fundraising activities.



___________________________________________________________________________
Job Competency Requirements:

	Competencies
	Behaviour Level Required

	
	1
	2
	3
	4
	5

	Leadership Skills
	
	
	
	
	

	Strategic Thinking
	
	
	X
	
	

	Decision Making
	
	
	
	X
	

	People Management
	
	
	X
	
	

	Teamwork
	
	
	
	X
	

	Communications
	
	
	
	
	

	Verbal Communication
	
	
	
	X
	

	Written Communication
	
	
	
	X
	

	Relationship Management/Building
	
	
	
	X
	

	Negotiating & Influencing
	
	
	X
	
	

	Crisis Management
	
	
	X
	
	

	Business Skills
	
	
	
	
	

	Planning
	
	
	
	X
	

	Project Management
	
	
	
	X
	

	Problem Solving
	
	
	X
	
	

	Report Design, Analysis & Generation
	
	
	
	X
	

	Financial Management
	
	
	X
	
	

	Delivering on Targets
	
	
	
	X
	

	Attention to Detail
	
	
	
	X
	


___________________________________________________________________________




Requirements of all Barretstown Staff:

· Commitment to the purpose of Barretstown and to work within the values, policies and procedures of the organisation and in the context of current legislation and regulations.

· To be able to identify areas for improvement and make appropriate recommendations using own initiative.  

· To show reasonable flexibility in relation to hours of attendance to meet the needs of the work.  Work during unsociable hours may be required.

· To abide by and comply with all policies and procedures as laid down by the Company, especially relating to individual areas of responsibility, including appropriate use of IT systems.

· To be vigilant to any Health, Safety and Welfare risks in the workplace and bring any concerns to the attention of your Manager or the Health and Safety Committee.

· Any other duties as deemed appropriate by the CEO and/or your Manager.

· To comply with legislation and Barretstown’s policy on Child Protection and undergo police clearance.

Note: this job description will be reviewed and updated in line with the needs of the organisation.
_____________________________________________________________________________
Person Specification
	Category

	Essential
(Must have)
	Desirable
(Should have)

	Qualifications:
e.g. specific qualifications (including IT skills)



	3rd level qualification in PR, Marketing or Business or demonstrable experience in the area. 
Experience of working with fundraising databases
	Some experience in the area of Digital Marketing would be desirable but not essential

	Knowledge and Experience
e.g. related job experience



	A strong track record of successfully fundraising from individuals. 
	A demonstrable understanding of how to deliver high levels of customer service and care

	Abilities & Aptitudes 
e.g. verbal/numerical skills, ability to work as part of a team, technical job skills




	Excellent written and verbal communication and negotiation skills, with the ability to motivate others to give.
Excellent project management skills with the ability to work to deadlines and manage multiple priorities

	

	Special Conditions:
e.g. travel required


	
	




Employee Signature: ………………………………………………  Date: …………………
________________________________________________________________________________________________________________
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