
JOB DESCRIPTION

	1.     JOB DETAILS
	

	Job Title: 


	Deputy Head of Fundraising

	Immediate Senior Officer/Line Manager:


	Head of Fundraising & Communications

	Department:


	Fundraising

	Division:


	Executive

	Job Reference:


	BD0051


	JOB SUMMARY

This role is critical in providing the leadership required to build fundraising capacity by identifying, approaching and relationship building with high profile/value individuals and organisations whose support is essential to Erskine’s financial sustainability and growth.
Strong communication and diplomatic skills are essential as the role requires a high level of confidence to be innovative and entrepreneurial in approach with enthusiasm, determination and resilience.  Clear strategic planning to reflect best practice with clear performance benchmarks in order to contribute to the effective management of the team and identifying any resource gaps in delivery income targets.

2.   JOB PURPOSE
This post will be responsible for developing strategies for donor engagement and management of individual donor relationships, securing growth through inspiring acquisition and retention programmes and the development of new products that build long-term sustainable revenue which maximises supporter’s lifetime value.
The post-holder will work closely with managers across the Fundraising and Communications team to develop fundraising programmes for prospect identification and stewardship of high level supporters to deliver a portfolio of corporate and high value donors.

As Deputy Head of Department the post-holder will be responsible for the Fundraising and Communications Team in the absence of the Head of Department and will attend Executive Management Team Meetings, Board Committees and Board Meetings and will be required to report on the financial performance of fundraising campaigns and activities.




	3.   DIMENSIONS

To achieve its charitable aims, Erskine must raise over £9 million in voluntary income per year.

Charitable donations allow the organisation to provide high quality care services for those ex-Service men and women in greatest need.  The Fundraising and Communications Department is responsible for ensuring this is achieved.  The Fundraising and Communications Department supports and leads on 3 main areas:

i) Fundraising & Legacy

ii) Marketing

iii) Communications

The Deputy Head of Fundraising will provide leadership and line management for a team of 6. In conjunction with senior Fundraising and Communications managers will manage and develop Corporate and Major Donors Programmes.  

Number of Staff:  The Fundraising and Communications Department has 23 full time equivalent staff, as the chart below, covering the areas of fundraising, marketing and communications.
Budget:  The Deputy Head of Fundraising has managerial and budgetary responsibility for the Individual Giving Team and is accountable for an annual fundraising target of £3m per year:  
The Deputy Head of Fundraising has an authority signature level of £15,000.


	4.   ORGANISATION CHART
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	5.   ROLE OF THE DEPARTMENT
The Fundraising and Communications Department is responsible for raising over 30% of the funds needed to run Erskine each year through voluntary income.  In addition it is required to support the whole organisation to maintain a high profile through marketing and communications, to ensure a high level awareness of Erskine's activities.  Our programme of work includes:
i) Legacies

ii) Trusts and Foundations 

iii) Corporates
iv) Events

v) Community Fundraising
vi) Groups and associations

vii) Individual Giving
viii) Marketing

ix) Communications

This role will support all fundraising income streams to meet fundraising targets, developing long term sustainable relationships with supporters.  Without regular, predictable income Erskine would not be able to carry out its stated charitable objectives and provide care of the highest quality to as many veterans and their families as possible across Scotland.


	6.   KEY RESULT AREAS
Deputy

· Assist the Head of Fundraising and Communications to lead, support and develop staff within the Fundraising and Communications Team to ensure that they are equipped with the information needed to carry out their responsibilities effectively; provide appropriate guidance and training; manage the Erskine annual appraisal process for all members of the Individual Giving team with a commitment to personal development
· Oversee the development and implementation of the Fundraising database, Raiser’s Edge, to ensure it is maintained and operated to achieve its full potential; maximise the effectiveness of the Fundraising team by ensuring accuracy of data, compliance with procedures and training of staff.
· To contribute to the development and review of the Fundraising Strategy ensuring clear direction for Individual Giving, Corporate Engagement and Major Giving  in order that organisation aims and income targets are achieved.

Corporate & Major Donor Programmes
· Liaising with CEO, Directors, Board and managers across the Fundraising and Communications team to develop fundraising strategies for Corporate and Major Donor Programmes. 

· Manage the development of a prospect caseload through research to identify major donors with appropriate customised solicitation plans.
· Cultivate and manage a portfolio current and potential high worth individuals and corporate supporters, development engagement strategies and high level stewardship to maintain effective supporter relationships to secure multi-year gift commitment.
· Work with the Head of Fundraising and Communications and senior managers on specific projects and events of a wider promotional nature.
· Pursue fundraising and sponsorship opportunities through partnership working. 
· Co-ordinate with key stakeholders, Board members, Chief Executive, the Executive Management Team and senior managers seeking deeper insight into prospects motivations, networks and capacity to maximise opportunities for engagement to ensure best use of networks and contacts.

· Support the Events Team for wider cultivating and stewardship initiatives/events.
Donor Acquisition, Retention and Product Development

· To identify potential fundraising projects, research, prepare and develop new initiatives to increase both committed giving and the overall Erskine donor pool, in accordance with the Erskine’s Strategic Objectives and KPI’s; develop and grow fundraising income streams and products to ensure long-term sustainable income opportunities.

· Lead on the development, testing, implementation and evaluation of a portfolio of propositions and products ensuring an integrated approach to all acquisition and retention activities.
· Review and interpret research and multi stranded complex data to make evidence-based decision that maximise supporter engagement activities and lifetime value.
· To attend appropriate events throughout Scotland as required.

· To attend appropriate Erskine meetings, presenting on progress and targets on performance and achievements.

· To prepare reports/research as required, responding to the various needs of the Head of Fundraising and Communications e.g. Individual Giving, Digital Engagement, Lottery, Corporate and High Value Donor.
· Provide advice on Fundraising best practice and legal compliance.

· To promote the positive reputation of Erskine at all times.

· To develop effective relationships with colleagues and be aware of personal style.



	7.   ASSIGNMENT AND REVIEW OF WORK and DECISIONS AND JUDGEMENTS
The work of the Deputy Head of Fundraising is determined by objectives set by the Head of Fundraising and Communications in line with Erskine’s Strategic Objectives.  Formal review will take place annually; however, more regular updates will take place to ensure that progress is made against set objectives.
The postholder will be expected to work within all Erskine employee policies and ensure all Fundraising and Communication staff are compliant with all relevant legislation including the Fundraising Code of Practice and GDPR.   
The post holder has responsibility for policy implementation and development, through careful interpretation of complex national charity and government policy, within internal protocols, policy and practice. 
Occasional evening and weekend work will be a requirement of this post.

The postholder will assist and support the Head of Fundraising and Communications in the day to day operational aspects of the department. 
Decisions and Judgements

The post holder works with a high degree of autonomy and with a great deal of latitude to achieve strategic and operational objectives of the Department and in particularly to identify and take advantage of income-generating or profile-building opportunities enabling Erskine to build profitable relationships with individual and corporate supporters.
The post holder will be required to work independently and manage their own extremely varied workload with the ability to prioritise work and projects effectively with an understanding of the bigger picture and the role of their work in a wider context.

Makes day-to-day and longer term decision regarding the monitoring and controlling of the Individual Giving/Major Donor & Corporate expenditure and income budgets.  Requiring a high level of analytical judgement to determine a required course of action based on complex information.



	8.   COMMUNICATIONS AND RELATIONSHIPS

On a daily basis, communicates highly complex information to CEO, Executive and Senior Management, Board, existing and potential high level funders.
Internal: Chief Executive, Directors, Board of Trustees, General Council, Heads of Departments, Senior Managers, staff, residents & families - to deliver a service across a range of disciplines and levels.  

External: Corporate, high value donors, individual supporters, commercial organisations (agencies, designers, printers etc), Members of Parliament, Lord Provost and City Councillors, Press, TV and Radio media (local, regional, national and specialist), Professional Fundraising Agencies, Supporter and Volunteer Groups, Senior Members of the Armed Forces, celebrities, volunteers, Trusts and Grant-Giving decision makers, specialist consultants and CEO/Senior leaders within the charity sector. 



	9.   MOST CHALLENGING PARTS OF THE JOB
To manage, support and develop the roles of the Fundraising Department in order to achieve financial targets as identified in Erskine’s Strategic Objectives.  
To manage and lead the team to create a cohesive and productive department, ensuring each member of the team is capable of operating independently and effectively within their specific area of work.  

	10.   SYSTEMS

	The postholder is a proficient user in the following IT systems:
· Word – to be able to create high level reports and appropriate documentation

· Excel – for data analysis and presentation
· Outlook – to enable effective and efficient communication internally and externally

· PowerPoint – to create and deliver presentations
· Internet Explorer – for targeting and researching potential supporters.

· Raiser’s Edge database – interpretation and analysis of data for reporting and 
decision making.
· InDesign – for creation of appeals and fundraising literature.
The postholder works within organisational systems and processes including:

· Complying with the requirements of internal and external audit.

· Complying with the requirements of the national Care Inspectorate standards.

· Ensuring that manual and electronic staff, volunteer and supporter records are maintained in line with the GDPR and Data Protection Act.
· Ensuring that fundraising activities comply with Institute of Fundraising best practice and any relevant legislation



	11.   PHYSICAL, MENTAL, EMOTIONAL EFFORT

	Physical Effort

Frequent physical effort including the use of PC’s, printers, photocopier. Frequent effort includes the use of keyboards for word processing, spreadsheets, e-mails etc as detailed in the section above. Physical effort is required in attending fundraising events. Frequently required to drive/travel to and attend meetings outside Erskine premises.

Mental Effort

Concentration is frequently required e.g. communication with internal and external customers often working under pressure and balancing highly sensitive complex demands. The postholder’s performance will largely be determined by the achievement of agreed financial and activity targets.
Emotional Effort

The post holder will be required to deal with situations such as negotiations timescales with Suppliers / Agencies where consideration must be given to acceptability, and ease of completion. This role will be very complexed and high paced with considerable pressure to meet financial targets in difficult circumstances.
As a line manager the post holder will be responsible for people management, including reviewing staff performance, negotiating improvement, setting standards, undertaking disciplinary action where required and conveying potentially unwelcome news e.g. restructuring of a department with potential loss of jobs. Occasional/regular evening and weekend work will be a requirement of this post.
The post holder will get to know veterans and their families and may be affected by residents’ passing away and by the stories of their service.



	12. ENVIRONMENTAL/WORKING CONDITIONS & MACHINERY AND EQUIPMENT

	Environmental & Working Conditions

The postholder will be based in an office environment and is a designated Display Screen 

Equipment (DSE) user.  Using IT supplied desktop computer and laptop equipment.  Significant travel will be required to meet with donors, companies, external agencies and high profile fundraising events.
Machinery & Equipment

The post holder will use a PC and telephone on a regular basis as well as other usual office based tools including fax machines, photocopiers, laminator and printers. 


	13. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	· Educated to degree level (or equivalent) and be able to demonstrate experience in a similar fundraising role, is required
· Diploma in Fundraising or equivalent professional qualification or significant Fundraising Management experience.

· Membership of the Institute of Fundraising or DMA is desirable along with evidence of relevant continued professional development.
· Evidence of significant experience of individual giving, face-to-face, lottery and corporate or major donor fundraising is required.  
· Experience of managing non-pay expenditure budgets circa £500k and having delivered significant growth, over a sustained period, with income targets circa £3m per annum.

· Ability to demonstrate development of large scale multi-channel strategies delivering major fundraising/marketing campaigns.
· Expertise in utilising digital platforms in order to enhance the digital supporter experience with a keen understanding of new technologies, including digital lead donor acquisition.
· Substantial experience of influencing, negotiating and working in collaboration with high level decision making external contacts; from prospect identification to contract negotiation.
· Excellent interpersonal skills for relationship building and stewardship in order to establish and maintain effective supporter relationships.

· Demonstrate experience of creative and successful written proposals and presentation pitches.
· Sound understanding of the principles of CRM with experience of Raiser’s Edge or similar relational database is desirable.

· Specialist knowledge required to analysis fundraising opportunities or products in order to develop and present a business case for fundraising investment.
· Good organisation, analytical, motivational and time management skills.

· Proven experience of effectively motivating direct reports to achieve demanding performance targets
·  A full driving license is essential.




	14. JOB DESCRIPTION AGREEMENT
	

	Job Holder’s Signature:


	Date:



	Head of Department Signature:


	Date:

	HR Representative’s Signature:


	Date:
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