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Bringing Edinburgh’s Communities Together

	Job Description
	
	November 2021


	Role:  Fundraising & Development Manager
	Department:  Senior Management Team / Fundraising

	Reports to:  CEO
	Salary:  £35,000 or pro-rata for a 4-day week

	Location:  Working from Home/Eric Liddell Centre 
	Type of Contract: Full Time/possibility of 4-day week

	Working Hours and Pattern: 37.5 hours per week (or 30 hours per week for 4 days), working generally Monday to Friday during normal business hours, flexible with working from home/office. 


ABOUT THE ERIC LIDDELL CENTRE 

The Eric Liddell Centre (Scottish Charity Number SC003147) is a local care charity and community hub founded in 1980 in memory of the 1924 Olympic 400m gold medalist, Eric Liddell. Our mission is to be at the heart of the community, enhancing health and wellbeing and improving people’s lives.
JOB PURPOSE 

The Eric Liddell Centre (ELC) is undergoing a period of growth/expansion with a new vision for the delivery of caring services, alongside exciting plans for 2024.
The Fundraising & Development Manager plays a key role in developing the Fundraising strategy of the organisation and driving forward new initiatives and projects to assist the long-term sustainability of the Centre.
You will identify, generate, and grow charitable income to underpin the ELC’s work in the community by managing a portfolio of funders and prospects, creatively stewarding existing relationships and maximising opportunities for giving.
The ELC has developed a positive Sustainability Strategy - the Fundraising & Development Manager will play a key role in the implementation of this, also supporting the CEO in the development of the Eric Liddell 2024 Centenary Initiative. 
KEY RESPONSIBILITIES AND ACCOUNTABILITIES
· You will report to the CEO and will provide updates on progress and developments to the CEO and the Board of Trustees. 

· Develop a Fundraising Action Plan in support of the Strategic Business Plan.

· Work closely with the CEO on the Eric Liddell 2024 Centenary Initiative, related funding developments and major events at a local, regional, national, and international level. 

· Implement the Sustainability Strategy in conjunction with the CEO and SMT.

· Line manage the fundraising team.
· Drive the delivery of the significant fundraising targets outlined in the Strategic Business Plan by securing funding from a portfolio of funders.
· Manage a pipeline of funders at different stages of the giving cycle aligned to ELC projects, core activities and strategic objectives.
· Lead on researching and writing compelling and persuasive funding bids. Ensure funding bid deadlines, reporting and stewardship schedules are adhered to and that donors are thanked in a timely manner.
· Identify new prospects through research and networking, and design tailored cultivation plans making best use of our organisational assets, trustees, and senior team in collaboration with the community fundraising officer.
· Develop and implement stewardship plans for donors at different giving levels.
· Plan and execute an Annual Appeal Programme.
· Manage communications to our existing Membership and develop a Membership acquisition plan to grow this donor base.
· Develop a marketing plan for Legacy giving.
· Manage the administration of fundraising including banking, acknowledgements, receipts, and other correspondence, and ensuring the CRM database is accurate and up to date, with support from the Fundraising & Database Officer. 
· Monitor income from funders against expenditure, working with colleagues in finance to ensure grants are correctly allocated and funds drawn down and spent to agreed timescales.
· Work with the Senior Management Team (SMT), Communications Administrator, project, and fundraising staff to maximise fundraising income streams.
This list of responsibilities and accountabilities is not exhaustive and will include other duties as directed by the CEO from time to time.
KEY OUTCOMES

· Fundraising Action Plan developed and delivered

· Annual fundraising targets are met/exceeded

· Donors feel valued and respected
· 2024 Funding targets/outcomes are identified and actioned 
· Current projects are funded for the future
· Sustainability Strategy key targets are met 
· New projects are in the pipeline for additional services and enhancements
· New donors and funders are attracted to the Centre
· Chartered Institute of Fundraising Best Practice Guidance and Regulations are maintained
REQUIRED QUALIFICATIONS, SKILLS, EXPERIENCE & KNOWLEDGE

Essential:
· Proven excellent track-record in generating major income from trusts and foundations and grant funders in particular and manage all income streams.
· Demonstrable experience of managing relationships and account management to the highest standard.
· Experience of organising high profile and local fundraising events.
· Broad knowledge of the care funding landscape in the UK including major institutions and philanthropic funders and experience applying this within a fundraising context.
· Excellent communication skills with the ability to summarise complex information with clarity, brevity, and speed.
· Sound financial acumen with experience of developing accurate budgets and monitoring spend. 
· First class copywriting skills, attention to detail and proofing skills.
· Proactive, self-motivated, and organised – experienced at working independently, managing multiple priorities simultaneously and achieving success within a target driven environment.
· Excellent IT skills including MS Office and CRM systems e.g., eTapestry.
· Staff management experience. 
Desirable:
· A keen interest in and understanding of the Eric Liddell Centre and a passionate belief in our vision and mission.
· Member of the Chartered Institute of Fundraising.
· A current driving license valid for driving in the UK.
DIMENSIONS AND SCOPE OF JOB
Scale:
· The Fundraising function currently consists of the Fundraising & Development Manager, Grants and Trust Manager, and the Fundraising & Database Officer and the Fundraising & Development Manager is part of the Senior Management Team. It is anticipated that the Sustainability Strategy will continue to increase the capacity of the team.
People Management:
· You will have line management responsibility for the fundraising team and will work with external partners and volunteers where appropriate.
Internal Relationships:

· You will work closely with the wider team, SMT, trustees and volunteers and will liaise with the recently established ELC Independent Fundraising Committee to ensure a co-ordinated and consistent approach to all fundraising and events activity.
External Relationships:

· You will be one of the key contacts for our philanthropic and grant funders. You will account manage the portfolio of funders to the highest standard.
Financial Management:
· You will work collaboratively with colleagues to achieve a significant income target for the Fundraising function.
· Responsible for developing accurate budgets for funding bids, tracking expenditure budgets against agreed deliverables, and ensuring all actions are taken with a view to the long-term sustainability of the charity.
· Maximise income by effecting timely draw down of funding through the use of invoices, purchase orders and grant claims. Support tax effective giving and ensure timely and effective systems are in place for gift processing.
The Key Responsibilities, Scope of Job, and Required Qualifications, Skills, Experience & Knowledge reflect the requirements of the job at the time of issue. The Centre reserves the right to amend these with appropriate consultation and/or request the post-holder to undertake any activities that it believes to be reasonable within the broad scope of the job or his/her general abilities.
TERMS AND CONDTIONS

Salary: £35,000 or pro-rata for a 4-day week
Working Hours: 37.5 hours per week (or 30 hours for a 4-day week (working from home/office flexibly)
Annual leave entitlement: 6 weeks inclusive of public holidays
Notice period: 3 months

Probationary period: 3 months
Disclosure check: Enhanced (when COVID-19 restrictions are lifted) 
Other benefits:

Company contributory pension scheme


Death in service cover


Occupational sick pay
Closing date: Given that the Christmas and New Year period falls during the recruitment campaign, the closing date will be Sunday 23rd January 2022.
However, we reserve the right to interview suitable skilled and experienced candidates on an on-going basis. Therefore, we would encourage you to find out more about this opportunity as soon as possible.
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