Jordanhill School
D

Job Description

&

The Director of Development will be a key member of the school’s Development Core Team along with the
Rector, Bursar and Depute Bursar and will work closely with these colleagues and others in delivering the
school’s development strategy. You will play a significant role in maintaining and developing the ethos of
Jordanhill School by cultivating excellent relationships with all members of the School community.

The Director of Development’s responsibilities and duties cover three main areas:

1. Fundraising and Finance

2. Marketing and Customer Relations

3. Alumni Relations
From time-to-time other reasonable tasks and responsibilities may be assigned to the Director of
Development by the Rector or the Board of Managers. A flexible approach to working hours will be expected
of the Director of Development to cater for variable events, travel, and meetings out of hours.

1. Fundraising and Finance

1.1 To create and deliver a Fundraising Strategy for the School with Board and senior management team
buy-in.

1.2 To deliver fundraising targets outlined in the annual ‘Development’ plan and prepare and present
fundraising reports to the Board of Managers and senior staff.

1.3 To source major gifts, identifying, targeting, and securing donors and overseeing the stewardship of
these relationships.

14 To generate regular income through a variety of sources such as an Annual Fund and other similar
projects targeted to support and address current or future needs.

1.5 To identify sponsorship opportunities with corporate friends as appropriate.

1.6 To develop, launch and steward a Legacy Campaign.

1.7 To ensure a clear process is in place for gift administration and all appropriate HMRC or regulatory
guidance is applied. Keep abreast of charity law, tax effective giving and any other aspects of relevant
legislation and philanthropic news.

1.8 To process gift aid claims and reconcile relevant bank statements.

1.9 To prepare financial reports providing gift information.

1.10 To ensure a robust process is in place for acknowledgment of gifts to the School.

1.11 Working with the Rector and other senior staff to develop and deliver an appropriate range of printed
and online communications which promote the opportunities offered by giving to Jordanhill School.
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Salary

Marketing and Customer Relations

As necessary, to develop a Marketing and Development Strategy for the School, liaising with other
senior staff as appropriate.

To produce marketing materials to promote development and fundraising activities.

To act as an ambassador and assist the Rector in fostering good relationships with alumni, parents,
former parents, trustees and all other friends and supporters across the school community.

To foster a positive approach to Development and Fundraising, ensuring it is regarded as a credible
and effective part of School life whilst promoting a culture of giving throughout the School and wider
community.

Alumni Relations

Working with the Depute Bursar to ensure the effective management of the alumni database,
including data cleanse, accuracy and adherence to the appropriate legal guidance offered under the
Data Protection regimes and provided by the Information Commissioner.

To deliver, coordinate and plan alumni events.

To contribute to and cultivate positive relationships amongst the alumni community and act as the
main point of contact for all alumni enquires.

To coordinate the production of alumni communications and reports and manage social media
channels for alumni relations. This will include coordinating and editing production of the bi-annual
Jordanhill Journal.

This is a permanent, 52-week, 35-hour full-time post or, a 52-week, 28-hour (0.8fte), part-time post. The post
holder will be paid on a 7-point scale from £37,835 - £43,707 (full time salary), or £30,268 - £34,966 (pro-rata
0.8fte) and will be eligible for enrolment into Strathclyde Pension Fund, a generous public sector scheme.

Initial placement of salary will be dependent upon prior experience. Appointment is subject to satisfactory
references, a satisfactory PVG disclosure and proof of eligibility to work in the United Kingdom.
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Director of Development Person Specification

This post and the person appointed may come from a variety of occupational backgrounds. The Director of
Development will be expected to exercise considerable initiative in establishing, developing, and growing the
Development function.

The specification detailed below indicates the criteria that will be used in establishing the suitability of
candidates.

Criteria Essential Desirable Evidence
Education, Training, certificates or Educated to degree level. |X| App. Form
Training and | qualifications in fundraising [X] Certificates
Qualifications | and/or development. Member of a relevant

professional body.

Certificates, qualifications or

training in customer service

and/or marketing.

Skills The courtesy, flexibility and | Experience of building good <] App. Form
communication skills, customer relations or [ Interview
written and verbal, to work | marketing.
with a diverse School D] References
community of parents,
pupils, alumni, former
parents and friends.

A confident and outgoing
personality.

A dynamic command.
Proven track record of
business acumen and
delivering objectives.

Knowledge Substantial experience in Working knowledge of the X App. Form
fundraising and/or education sector. <] Interview
development.

Other Strong ICT skills and full Working knowledge of X App. Form
knowledge of the Microsoft | development or fundraising <] Interview
suite. software.

X] References
Unequivocal support for
the ethos of the School and
its role in the community.
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Characteristics

In reviewing applications and references and in the selection process the panel will be looking for evidence of
the competencies and characteristics set out below.

It is not expected that any one individual can evidence all of these competencies or characteristics as

particular strengths in their application form, however during the course of interview candidates should be

able to provide examples of past actions or behaviours that offer some evidence of these.

Competency/ Characteristic

Essential

Professionalism

Strongly held and enacted values
Respect for others

Integrity

Honesty

Consistent and fair

Personal Effectiveness

Influencing
Communicating
Decision-making
Self-development
Team working
Understanding others

Excellent Customer Service

Customer Orientation
Collaboration

Forward Thinking
Drive for improvement

Deliver Results

Motivation
Planning
Logical - recognizing cause and effect

Manage Change Flexible and positive attitude
Planning, delivering and communicating change
Leadership Taking Initiative

Displaying Awareness
Providing Support

Flexibility

Inspiring and motivating others
Passion for learning
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