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JOB DESCRIPTION

POST TITLE


Individual Giving Manager 
REPORTING TO

Head of Fundraising and Communications
SUPERVISION OF
1 post (tbc) and Fundraising and Communications Administrator 
LOCATION


89 – 93 Fonthill Road, Finsbury Park

London N4 3JH
1.
Job Purpose

· To maximise income from the current donor base and increase income from individuals via donor recruitment and acquisition

· To raise awareness of the work of Prisoners Abroad and the issues faced by those it exists to help

2.
Key AREAS OF responsibilitY

· Ensure all income targets are met – including incomes from appeals and committed givers

· Maximise income from existing donors – with particular emphasis on raising the numbers of committed givers and the level of income from this group 

· Plan, develop and implement a donor recruitment strategy considering the short, medium and long term and a range of audiences. (All strategies should include evaluation and analysis to track development)

· Plan, develop and implement a donor journey strategy to maximise support and income – including liaising with colleagues responsible for Major Donor Fundraising to identify and cultivate potential major donors

· Plan, develop and implement an on-line and social media strategy 

· Plan, develop and implement a legacy strategy

· Recruit a new staff member to increase the teams capacity to deliver this work and manage this post and the existing Fundraising Administrator 

· Manage the Fundraising & Communications Administrator in the effective administration of all activities – including management of the organisation’s CRM database, thanking processes etc

· Manage the development of the website and the organisation’s on-line presence, including social media, monthly e-news with a focus on awareness raising and donor recruitment

· Manage and implement the print publishing to support the individual giving work

· Effectively plan and manage the annual individual giving budget to ensure all activities are cost effective and maximise the resources available, deliver accurate forecasts showing predicted expenditure and income against budget.

· Produce regular progress updates for the Head of Fundraising and Communications including response rates, average gift levels, analysis of each area of work etc

· Where relevant, manage agency relationships (recruitment to be carried out in conjunction with the Head of Fundraising)

· Be the “brand guardian” 

· With the support of the Chief Executive and Head of Fundraising and Communications secure and deliver media coverage through pro-active and re-active media work

3. GENERAL

This job is self-servicing.  All staff are expected to:

· Collaborate with members of other Prisoners Abroad teams 

· To attend and prepare for monthly supervision and to participate in team meetings and other meetings, as required.
· Participate in general office rota duties.

· Produce briefing papers and reports as directed.

· To maintain confidentiality at all times.

· To carry out all duties with full regard to Prisoners Abroad’s Equal Opportunities Policy.

·  To take reasonable steps to ensure health and safety at work at all times.

 To carry out any other reasonable duties as may be requested by your manager from time to time.  Some working outside of normal office hours may be requested occasionally, for example, at fundraising events.

PERSON SPECIFICATION:
The successful candidate will be the person who achieves the best match with the person specification set out below, who fully supports the aims of the organisation and is committed to equality of opportunity.

MINIMUM ESSENTIAL REQUIREMENTS

· Significant fundraising experience  
· Sound creative judgement 
· Proven track record in generating significant fundraised income or new business
· Experience of individual supporter recruitment and development programmes – including developing and implementing new/innovative fundraising projects and propositions and finding creative opportunities for fundraising
· Proven track record in creating and delivering effective messages to target audiences, including the ability to

· write engaging copy 
· use on-line/ digital media
·  give clear briefs and feedback to others 
· Experience of accurately setting and monitoring income and expenditure budgets

· Experience of target setting and results analysis 

· Experience of using relational databases for CRM such as Raisers Edge or IRIS
· Experience of successfully managing relationships with external agencies
· Excellent written and verbal communication skills 
· Excellent knowledge of Word, Excel and Outlook
· A systematic approach to work and excellent time management skills required to meet tight deadlines

· Educated to undergraduate degree level or equivalent.
· Experience of developing successful working relationships with colleagues across departments  

· Ability to work on own initiative and as part of a team.
· Ability to work under pressure, prioritise workloads and meet deadlines with minimum supervision.
· Non-judgemental -Prisoners Abroad operates on a non-judgemental basis and all staff are expected to demonstrate this value in their work. 

· Valuing diversity - Recognise people’s strengths, aspirations and abilities and understand how diversity can improve our ability to deliver better services and reduce disadvantage. 

DESIRABLE

· Experience of working in the voluntary sector in a fundraising environment
· Experience of delivering successful supporter recruitment and retention work on a small budget 

· Experience of developing web content 

· Experience of communications and media work 

· Experience of online marketing programmes
· Experience of legacy programmes 
·  Experience of line management of a team, including setting objectives, developing colleagues and conducting annual appraisals.

Post details
	Salary
	£31,935 - £35,053 depending on experience (incl. Inner London Weighting)


	Hours
	35 hours per week



	Contract Length
	Permanent



	Leave
	30 days per annum plus Public Holidays (pro rata)



	Pension
	6.5% of gross salary paid by PA into a Personal Scheme after successful completion of probation



	Probation
	6 month probationary period during which time one week’s notice is required both by employer and employee



	Notice
	At the end of a successfully completed probationary period, this post will be subject to one month’s notice by either party.



This job description describes the principle purpose and main elements of the job. It is a guide to the nature and main duties of the job as they exist currently, but it is not intended as a wholly comprehensive or permanent schedule and is not part of the contract of employment.
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