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	Development




The remit of the Development Office is to develop and strengthen the University's position at the forefront of teaching, learning and research by inspiring active participation, investment, and loyalty to St Andrews. We do this through fundraising for key University priorities and developing mutually beneficial relations with over 70,000 alumni, friends, and benefactors worldwide.

The University, which was recently ranked top in the United Kingdom, according to The Times and Sunday Times Good University Guide 2022, is currently embarking on a range of exciting fundraising projects which support the University Strategic Plan 2018-2023. 

As we emerge from the pandemic, we have ambitious goals linked to the revised strategic plan, including significant capital projects, greater investment in scholarships, and strengthening our annual giving programme. 
The support provided through annual giving programmes has retained the University’s position as ranking in the top five for Alumni Participation in the UK demonstrating the strength of relationship between the University, alumni, family, and friends.   It is vital that we continue to engage with all donors and encourage new support to ensure this position is maintained and that the student experience continues to be enhanced.  To achieve these aims we are seeking someone with the drive, determination, and ability to manage a range of key activities to the highest standard and co-ordinate a suitable portfolio of annual giving programmes.

The post holder will work closely with the Head of Development Operations, the Director of Development, and colleagues in all Development teams to increase participation and donor engagement by alumni, students and their parents and other members of the wider St Andrews community.  
The right candidate will be educated to degree standard with experience of managing an annual giving or related Development programme. The post holder will possess excellent data management skills, be well organised and have the ability to deliver on complex projects co-ordinated across a range of stakeholder groups.  They will be a creative and strategic thinker and possess excellent communication skills with the ability to work proactively, both internally and with our alumni and friends across the world.
Above all, the post-holder must be passionate about the role that philanthropy plays in supporting higher education for the benefit of society as a whole.
Under the University’s hybrid working policy there will be the opportunity to blend working from home with some time spent in the office, with an expectation of 50% of normal working hours office based. 
The job description for this role is attached below.
	Job Description




	Job Title:  Annual Giving Manager
School/Unit:  Development

Reporting to:  Head of Development Operations

Responsible for: Annual Giving Officer

Job Family: Managerial, Specialist & Administrative 


	Working Hours: Full Time/36.25 hours per week
Grade/Salary Range: 7/£42,149 - £51,799 per annum

Reference No: AD7153GB
Start Date: 01 May 2022, or as soon as possible thereafter
Interview date: 31 March 2022


	Main Purpose of Role


The post holder will be expected to enhance the existing annual giving programme which seeks to attract new donors, retain, and upgrade existing donors and engage others in the life of the University, with the overall objective of encouraging long-term support for the University of St Andrews. The post holder will take a proactive role in the delivery of this programme, using a range of media, most prominently direct mail, e-mail, telephone, and a crowdfunding platform to solicit annual donations as well as working with the colleagues across the Development function to develop appropriate stewardship activities for these donors. 

	Key Duties and Responsibilities


1. Overall Annual Giving Strategy and Plan  

a. Annual giving strategy - develop, implement, monitor, and review a strategy for a comprehensive and dynamic annual giving programme with relevant KPIs in particular: participation and retention rates. This will include developing an ongoing and cost-effective mechanism to ensure a systematic approach for appeal mailings; telephone campaigns; e-communications; crowdfunding; volunteer and peer to peer fundraising; and stewardship for existing and prospective annual giving donors.

b. Fundraising programmes – review, develop and implement, in close consultation with the Fundraising Team, an annual giving programme segmented based on geography and donor category in support of agreed annual giving priority projects including but not limited to scholarships, student activities and resources alongside major capital projects to support the University’s strategic aims. 

c. Donor engagement – seek to increase donor levels and maintain/increase participation levels through pro-active and engaging approaches. Identify and on-board new donors including donor stewardship programmes to develop early relationships to enable the conversion of first-time donors to regular supporters. Develop approaches to re-engage lapsed annual giving donors and increase levels of support from existing donors through innovative activities and events. This will include managing pledge renewals and assisting the Stewardship Team with the development of giving level naming opportunities. Identify annual giving donors that would benefit from a more personalised relationship with members of the individual giving fundraising team. 

d. Family, students and young alumni - devise proactive plans utilising platforms such as crowdfunding and community fundraising initiatives to raise awareness of University fundraising especially amongst specific populations, including current students, parents and families and young alumni.  Oversee and mentor as appropriate the class giving initiatives and provide fundraising training for student groups as requested.

e. Annual giving materials - oversee all content on the annual giving web pages, including text, images, and specialised conditional content for specific annual giving appeals, linking to online giving platforms.  Work closely with the Alumni and Supporter Engagement and Stewardship teams alongside the University’s Corporate Communications Office to contribute text, photographic and video content relevant to annual giving appeals (social media, hard copy publications and online), with the goal of engaging alumni and parent populations.

f. School & Unit liaison - provide Development liaison on annual giving activities to academic Schools and Central Units and provide assistance and/or guidance on fundraising projects, most notably student groups including the Students’ Association and Athletic Union and their constituent parts.  This will include providing advice and assistance on the SaintsFunder crowdfunder platform.  

g. Stewardship – work with the Stewardship, Gift Operations, Fundraising and Publications teams to develop a coherent stewardship programme for annual giving donors to recognise first time donors, regular donors and to encourage both donor retention and increased levels of support. This will include working with the Alumni and Supporter Engagement Team on publications and events to promote annual giving activities. 
h. Gift Administration - work with the Gift Operations team to review as appropriate the gift operations framework, draft personalised donor acknowledgements as per giving levels and to research and recommend suppliers and services to improve and increase giving opportunities online and via giving forms. 

2. Direct Mail, Telephone, E-Appeals and Volunteer Fundraising

Develop, plan, implement and review an annual international programme which seeks to engage alumni, students, parents, and the wider St Andrews community in projects which support the University’s Strategic Plan. These will range from the large-scale and inclusive to the specific and targeted and will utilise a variety of media, most notably:

a. Direct mail – effectively manage creative consultancy contracts establishing performance criteria and clear key performance indicators including projected response rates and return on investment, preparation of data specifications for targeting different types of donors in an effective manner, writing persuasive content for in-house appeals, and creating and liaising as appropriate with the University graphic design team to ensure attractive, effective marketing materials are created.  

b. Telephone fundraising appeals – effectively manage the University’s relationship with appointed contractors, agree targets and ensure campaigns remain on track to achieve these, co-creation of robust calling pools, training and operational management of supervisor and student calling team.  Deliver in-house and off-site campaigns as appropriate.  Collaborate with the Alumni and Supporter Engagement  and Fundraising Teams to ensure the telephone campaign supports their fundraising and engagement efforts.

c. Online channels including Crowdfunding / E-Appeals / Website pages / Social Media channels – deliver and evaluate all annual giving online activity including the ongoing management of Development’s crowdfunding platform (SaintsFunder) in association with relevant student representatives.  A robust governance mechanism to ensure suitable projects are supported, approved, and launched must also be managed.

d. Volunteer Fundraising – create innovative programmes to support alumni and friends fundraising on behalf of the University, including establishing a Giving Day. Work with alumni to develop peer to peer annual giving fundraising networks and initiatives to encourage greater alumni participation. 

3. Other Management Duties 

The post holder will also be required to undertake the following:

a. Team management – line manage and mentor the Annual Giving team including the Development Officer (Annual Giving), student interns and student telephone appeal callers to ensure objectives are met.

b. Evaluation, monitoring & reporting – review KPIs by which to evaluate the success of the annual giving programme, including a suite of regular reports with analysis of the performance of the programme and provide recommendations for improvement to the Head of Development Operations and the Director of Development.  Record annual giving activity using the Raiser’s Edge database, including notes and follow-up actions to ensure that the database is kept fully up to date. The post holder will be expected to prepare data and reports using data from various sources including the Raiser’s Edge database. The post holder will also research and prepare briefings, as required, on annual giving activities and key donors / volunteers for Development colleagues and other University personnel, via written reports and/or team meetings. Provide competitor analysis from within the sector to drive forward an innovative annual giving programme; develop networks among annual giving staff at comparable institutions. 
c. Data protection – ensure all annual giving appeals and activities comply with the latest data protection regulations including the General Data Protection Regulation (GDPR), Privacy and Electronic Communications Regulations (PECR) and the Telephone Preference Services (TPS). Work with the University’s Head of Information Assurance to review and update the Unit’s Privacy Notices, and Privacy Impact Assessments.  

d. Budget management – manage the Annual Giving budget in consultation with the Head of Development Operations. Research, negotiate and manage contracts to related to annual giving service providers (including preparing tenders), requiring an understanding and application of the University’s procurement practices.

e. Professional development – develop and continually update an understanding of the University’s priorities and the role of annual giving in achieving these goals. The post holder will share best practice with peers at other Scottish and UK HEIs through attendance at and/or participation in annual giving networks and meetings. The post-holder will undertake further training and development as necessary to meet the changing demands of the post and to keep their knowledge up to date.
f. Other duties - undertake other fundraising relating duties in support of the broader Development team and to provide cover, if required, in the absence of the Development Officers / Assistants in these areas.  The post holder will also be expected to have a flexible approach and will undertake other ad-hoc projects and administrative duties as allocated by the Head of Development Operations and the Director of Development to ensure the effective running of the Development Office.  This will include providing office cover for absences, liaising with other University Schools and Units, and assisting with events and mailings. 

Special Requirements: 

The post holder will generally work within normal office hours, however there will be out-of-hours working on a regular basis, including at weekends and evenings to facilitate telephone appeals and to organise and attend events run by the Development Office. 
Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Educated to degree level or equivalent
	
	Application form/Certificates

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of managing an annual giving or related Development role, preferably in higher education or the charitable sector

Experience of fundraising, in particular in managing all aspects of direct mail and telephone appeals from tendering and design through to fulfilment and stewardship

Experience of segmentation and extrapolation of data – to deliver relevant reports, provide mailing files to suit required markets while adhering to all data protection and related legislation
Commitment to the annual giving function as a key component of the advancement of higher education

Experience of managing staff and allocating work, preferably including managing and training students

Experience of writing high quality material for publication (eg persuasive direct mail appeals)

Experience of delivering engaging content for websites and social media sites e.g. Facebook, Twitter, Instagram etc

	Experience of 

university or college 

fundraising in a management role

Working in a 

complex and 

consultative 

organisation

Experience of managing consultants remotely and amending processes to suit needs

	Application/ Interview

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Excellent written and verbal communication skills required to deal effectively with people at all levels including senior University staff, key donors and alumni volunteers and students 

Expertise in use of Raiser’s Edge or other alumni /membership / relational database including proficiency in querying, exporting, and analysing data for statistical reviews and mailings

IT literate, with high level of expertise in Microsoft Word, Excel, other packages email, internet (including experience of a web-based content management system)

Ability to absorb and analyse financial information and to prepare and present budget breakdowns

Ability to work with a very high degree of personal initiative, managing conflicting deadlines and bringing complex projects to fruition 

Ability to think strategically as well as creatively and analytically
	
	Application Test / Interview

 

	Other Attributes/Abilities 

(if applicable) 


	Flexibility and willingness to work evenings and weekends as a core part of the role

A flexible, effective, and positive team player, with the commitment and willingness to join in as required

Methodical and careful working practices with meticulous attention to detail 

Ability to work under pressure in a busy office environment while maintaining a calm and friendly manner

Knowledge of all aspects of data protection legislation and other legal or compliance issues related to annual giving fundraising 
	
	Interview

 


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


Interviews will be held on 31 March 2022.
To Apply

Caithness Consulting has been appointed by the University of St Andrews to conduct this search on their behalf. We pride ourselves on our candidate-centred approach and welcome initial discussions with potential candidates before deciding to apply. Should you wish to do so, please contact Eilish McDowell at eilish@caithnessconsulting.co.uk to arrange a convenient time. 

Alternatively, you can apply directly and access the full job/person specification and candidate brief plus supporting documentation from the “Vacancies” section on our website, Annual Giving Manager - Caithness Consulting
For all applications, please quote ref: AD7153GB
Equality, diversity and inclusion are at the heart of the St Andrews experience.  We strive to create a fair and inclusive culture demonstrated through our commitment to diversity awards (Athena Swan, Carer Positive, LGBT Charter, Race Charters and Stonewall). We celebrate diversity by promoting profiles of BAME, LGBTIQ+ staff and supporting networks including the Staff BAME Network; Staff with Disabilities Network; Staff LGBTIQ+ Network; and the Staff Parents & Carers Network.  Full details available online: https://www.st-andrews.ac.uk/hr/edi/
The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s environmental sustainability strategy, committing the University to reach net-zero by 2035. 
You are required to engage with the technology, systems and communication channels necessary for you to undertake your work and must update your personal details via HR Self Service whenever there is a change. 

Employees with staff management responsibilities must familiarize themselves with appropriate policies. 
	Who Are We? St Andrews At a Glance   


The third oldest university in the English-speaking world
Ranked top UK university in the Times and Sunday Times Good University Guide 2022 
Twice named University of the Year
Consistently ranked one of the UK’s top five universities and top in Scotland in the Complete University Guide
Top in the UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 3000 staff

Highly international – over 45% of students and staff are from outwith the UK

A non-campus university, closely integrated with the ancient town of St Andrews

Top quality sports, music and nursery facilities for staff and students 

Committed to sustainability and aiming for Net Zero by 2035
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and one of the oldest in the world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life. Today, it’s a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than half of the local population.

The University of St Andrews is a diverse and international community of almost 12,000 students and staff, typically of more than 140 nationalities. It has over 9000 students, just over 7000 of them undergraduates, and employs approximately 3000 staff - made up of c1350 in the academic job families and c1650 in the non-academic job families.

Under the leadership of current Principal Professor Sally Mapstone, the University’s Strategy (2018-23) is to broaden its global influence, become more diverse and consolidate its long-held position amongst the top five universities in the UK.

The plan sets out St Andrews’ ambitions to grow its international profile, champion diversity and inclusivity, expand its portfolio of world-leading research, develop stronger links with industry and embed a new culture of entrepreneurship among students and staff. It also places social responsibility at its heart, with a pledge to manage growth in student numbers, foster a growing culture of sustainability, and pursue a research and teaching agenda for the wider public good.

The University is one of Europe’s most research-intensive seats of learning. In the Research Excellence Framework (REF) 2014 it was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.
St Andrews is consistently ranked one of the UK’s top five universities in league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. St Andrews was ranked the top university in the UK in The Times and Sunday Times Good University Guide 2022: the first time in the history of the Guide, and UK university league tables in general, that a university other than Oxford or Cambridge has topped the rankings. 

It is the third year that St Andrews has challenged the Oxbridge rankings, coming second to Cambridge in 2020 and second to Oxford in 2021. It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2021 was the leading mainstream UK university for student satisfaction for the 15th year in a row.


In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is currently a World Top 100 institution in the QS World University Rankings 2019.



St Andrews’ reputation for teaching, research and student satisfaction make it one of the most sought-after destinations for prospective students from the UK, Europe and overseas. 

The University typically averages 12 applications per place and has not offered Clearing places for over a decade. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

St Andrews holds an Institutional Athena SWAN Bronze Award, while the Schools of Biology, Physics & Astronomy, and Psychology & Neuroscience have achieved Athena SWAN Silver Awards.
Ad/FPs template October 2021


