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Job Description 

 

Job Title:  Fundraising and Relationship Manager  

Responsible to: Chief Executive  

Salary:  £32,000 - £35,000 p.a. 

Working Hours: 35 hours per week (with opportunities for flexible working) 

Location: The Society’s offices in Harpenden, Hertfordshire  

 

Job Summary 

Lead the delivery of the A-T Society’s Fundraising Strategy, to develop its fundraising 

capacity, increase its income and ensure that it has the financial resources to deliver its 

current and planned work.  

Develop new relationships with potential supporters and strengthen existing ones, particularly 

with companies, major trusts and wealthy individuals. 

Responsibilities 

General:  

Lead the development of the Society’s Fundraising Strategy in collaboration with the Chief 

Executive, trustees and the Fundraising Committee. 

Take primary responsibility for managing and developing the Society’s fundraising activities, 

currently generating in the region of c£350k per year. 

Explore new fundraising opportunities for the Society. 

Plan an annual calendar of fundraising applications, appeals and events in response to 

approved expenditure targets. 

Ensure that accurate and up-to-date information is kept on donors and supporters to ensure 

that we are able to communicate with them in a timely and appropriate manner, in compliance 

with GDPR and other relevant legislation. 

Ensure that accurate records are kept of fundraising activities. 

Prepare and present regular management reports on fundraising activities. 

Manage the fundraising budget. 



Support and make effective use of the Society’s Fundraising Committee. 

Ensure that all aspects of the Society’s fundraising are carried out safely and in accordance 

with the law, Institute of Fundraising Codes of Practice and the Society’s policies. 

Charitable Trusts and Foundations:  

Work with the Fundraising Assistant and Fundraising Volunteer to ensure potential new 

sources are researched and identified  

In cooperation with the Fundraising Assistant, prepare tailored and compelling applications to 

trusts and other institutional funders, involving other colleagues as appropriate 

Maintain and develop relationships between the Society and existing funders, and build fruitful 

relationships with new ones 

Ensure that appropriate information is gathered on funded projects and provide accurate and 

timely reports to funders. 

Corporate 

Develop the corporate fundraising programme to be a significant part of the Society’s 

fundraising strategy 

Identify and secure new corporate partnerships including CoTY opportunities 

Develop long term partnerships with companies through initiatives including employee 

fundraising, donations, gifts-in-kind 

Act as point of contact for companies who have nominated the Society as their Charity of the 

Year, liaising with colleagues on how they can support the relationship 

Secure sponsorship for major events researching potential sponsors and negotiating 

agreements 

Major donor 

Develop a plan for identifying and building relationships with wealthy and influential individuals 

to make this a significant element of the Society’s fundraising 

Plan and organise special initiatives to engage and thank major donors whether standing 

alone or as part of other Society events  

Set up meetings with current or potential supporters, liaising with and briefing colleagues and 

attending in person as required 

Ensure a thanking and stewardship plan is prepared and implemented for every gift 

Establish and maintain appropriate records to support the programme and optimise 

communication 
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Other areas of work 

Make effective use of newsletters, the web site, and other social networking media to 

communicate with and to motivate current and potential donors. 

Research and develop opportunities to maximise methods of fundraising such as recycling 

schemes, SMS donations, and online partnerships. 

Work with the Chief Executive in preparing a proactive and ongoing legacy, in memoriam and 

tribute giving campaign. 

The post-holder will be working in a developing environment and may be expected to 

undertake other appropriate duties for the effective operation of the Society. 

The post-holder will on occasion be required to attend events in other parts of the country, at 

weekends or in the evening. Time off in lieu will be given for these. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Person Specification 

Essential 

5 years of demonstrable success in a fundraising, or income generation environment. 

The ability to think strategically and creatively about fundraising potential and to contribute to 

the strategic planning of the organisation as a whole. 

Experience of building successful relationships with companies and/ or major donors, 

successfully asking for major gifts and retaining their support and interest.  

A good track-record of securing funds from grant-making bodies through crafting persuasive 

written applications and nurturing relationships with key individuals. 

Excellent networking and interpersonal skills and the ability quickly to build a rapport and 

working relationship with stakeholders at all levels. 

Creativity and an openness to new ideas. 

Experience of drafting project budgets and managing fundraising budgets. 

Successful experience of line-managing paid staff. 

First-class writing and presentation skills, including preparation of fundraising materials, 

supporters’ newsletters, copy for websites, donor reports, etc. 

Familiarity with the use of social networking and other communications media and the ability 

to set up new systems. 

Strong IT skills, including proficiency in all aspects of Microsoft Office.  

Experience of managing a database or CRM system effectively. 

A good record of ensuring accurate and effective fundraising administration and of producing 

management reports. 

Strong attention to detail and a highly organised approach to work  

Ability to manage concurrent deliverables and work under pressure on a daily basis. 

Strong self-motivation and the ability to work on personal initiative as well as working 

effectively as part of a small team and help others achieve their objectives. 

Sensitivity to the cause and to factors that may affect our supporters. 

Desirable 

Experience in both large and small charities 

Knowledge of the legislative environment in which we operate (Data Protection, Gift Aid etc.). 

Eagerness to be aware of developments in the charity fundraising marketplace and to network 

with other fundraisers. 


