Every Parent & Child

Job Description and Person Specification

Job Title:		 Trusts Fundraiser/Head of Fundraising  

Job Summary:
Every Parent & Child is an established and well-respected organisation based in LB Enfield.  Our objectives are to advance the education of children resident or educated in the London Borough of Enfield and surrounding areas regardless of culture, beliefs or language who, because of difficulties in the school or home environment, require special assistance to help them complete their education.

We are looking for a hard working self-starter, with excellent written and verbal communication skills, strong evidence based experience in fundraising; contributing to the growth of the organisation.  The successful candidate will have the opportunity to make his/her mark by taking primary responsibility to secure funding and expand our services across Enfield and neighbouring areas.  

Salary: negotiable on a daily rate

MAIN DUTIES AND RESPONSIBILITIES
 Strategic
To support the CEO and the Board with developing and implementing the organisational Fundraising Strategy.
To keep abreast of fundraising activities of other relevant organisations, identifying opportunities for collaboration or replication of service delivery
To keep abreast of trends across the charity and statutory service sectors, identifying opportunities and developing new and innovative service models 
Developing and maintaining new income streams. 

Bids to Trusts, Foundations and Lottery funds
Write comprehensive applications for five and six figure grants and tender for local authority and central Government contracts 
Put together partnership and consortium bids working with other agencies.
Community and Business 
Develop and maintain face-to-face relationships with high level donors, create stewardship plans, and facilitate requests for significant financial support.  Ensure regular relationship and networking opportunities are utilised.
Seek out sponsorship and partnership opportunities with local businesses.

General
Work closely with the CEO and Senior Finance Officer to set anticipated income budgets 
Be knowledgeable on sector wide developments and external factors impacting EPC’s services and ability to generate voluntary income.
To always maintain confidentiality and to ensure respect for, proper observance of and adherence to EPC’s confidentiality policy for staff.
To attend regular support meetings with the CEO, regular team meetings and undertaker relevant training as and when required.
To observe and adhere to EPC policies and procedure.


Every PARENT & CHILD
Person Specification
Post Title: Development Manager – Trusts and Bids  

	
	Essential
	Desirable

	Experience:
	
	

	Strong track record of successfully generating income from Lottery sources, Trust and Statutory sources, restricted and unrestricted
	
	

	Experience of writing comprehensive applications and budgets for proposals and bids
	
	

	Demonstrable experience of managing budgets and analysing information
	
	

	Experience of working in a medium sized charity
	
	

	Experience of working with a wide range of individuals at a senior level
	
	

	An experienced line manager, able to plan and manage a team, recruit, motivate and inspire staff/volunteers to develop and excel in their roles
	
	

	Qualification 
	
	

	    Degree level
	
	

	Skills, Knowledge and Abilities:
	
	

	Good attention to detail with excellent proof reading and editing skills
	
	

	Strong knowledge and ability to use CRM systems
	
	

	High levels of numeracy and financial acumen
	
	

	Excellent oral and written communication
	
	

	Ability to work under pressure and manage a varied workload
	
	

	Proven analytical skills with the ability to retrieve information and construct compelling stories from statistical data
	
	

	Excellent interpersonal skills
	
	

	Excellent time management skills
	
	

	Ability to prepare and present management information
	
	

	Skills in Microsoft Word, Outlook, Excel, PowerPoint and some familiarity with databases
	
	

	Other Requirements 
	
	

	Ability to work occasional evenings and weekends
	
	

	Effective team player and ability to work independently
	
	

	Approachable and aware of self and others
	
	

	Creative and persuasive
	
	

	A high level of commitment, drive, and enthusiasm
	
	

	Ambitious, innovative, and strong desire to exceed targets
	
	

	Able and willing to be flexible in approach to work and responsive to changing demands
	
	

	Car owner/driver and the  ability to use own car for business purposes
	
	




