	Role Profile 

	Role title:  Fundraising Manager
	Reports to: Head of Business Development

	Team: Fundraising
	Salary: £24,000 - 26,000 per year FTE (depending on experience)

Hours:  30 hours per week (4 days per week)


	Purpose of role: To enable Oasis Project to reach its fundraising targets through scoping of new funding opportunities, development of bids and applications to Trusts & Foundations and statutory funders as well as stewardship of existing funders and supporters. The post-holder will provide the main point of contact for Oasis’ fundraising function, working alongside the Head of Business Development to implement Oasis’ Income Generation Strategy with the aim of securing sustainable funding from a diversity of sources. The post-holder will also contribute to the delivery of the charity’s Communications Strategy and be key to raising the profile of Oasis in the wider community. 


	Summary of key skills:
The successful candidate will be an organised, self-motivated and driven individual with buckets of creativity and enthusiasm. The post-holder will bring knowledge and experience of different methods of fundraising and have specific experience in writing funding bids and applications. Strong written and verbal communication skills will be key, as will the understanding of project management, budgets and general numeracy. The post-holder will be a passionate advocate and representative of Oasis with an understanding of the needs of women, children and families affected by substance misuse. 
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	Responsibilities

	Fundraising

	· To contribute to the achievement of Oasis Project’s annual fundraising/income generation targets

· To research, develop and write compelling funding bids/applications to Trusts and Foundations as well as statutory funders
· To work with Head of Business Development and Senior Management in the development of project plans and budgets for new areas of work
· To identify trust funds, grants and other sources of funds that Oasis could apply for 

· To nurture and maintain existing portfolio of funder relationships, providing exceptional stewardship and developing a continuation or replacement strategy with the Head of Business Development

· To develop and submit timely reports to funders in line with their requirements

· To contribute to the planning and delivery of fundraising events and activities, including ‘in person’ community events and online initiatives. This may include coordinating activities of volunteers and interns related to event planning and execution

· To maintain up to date accurate records around funders and supporters and work with the Head of Business Development on a regular basis to review progress and identify actions
 

	Communication and networking

	· To steward existing and potential funders through excellent communication, building and developing 

strong relationships via telephone, video conferencing, email and face-to-face meetings
· To provide a point of contact for communication regarding fundraising by telephone, email and in person as appropriate

· To contribute to the creation of informative and exciting publicity material in line with Oasis’ brand guidelines
· To contribute to the upkeep of the Oasis website, particularly in relation to fundraising information, news and developments
· To contribute to the delivery of Oasis’ Communications Strategy through development of planned content to publish on our website and social media channels. This will also include development of Press Releases from time to time to publicise key news stories and announcements
· To be a passionate advocate of Oasis’ services

· To represent Oasis at relevant networking events and promote Oasis’ services



	Budgetary responsibilities

	· To produce and present accurate and timely reports to Senior Management and the Board of Trustees about fundraising performance and plans
· To be accountable for budgetary performance maintaining accurate and careful monetary records.

· To be able to work to and exceed targets. 



	General accountabilities

	· To be flexible and willing to travel to support fundraising activities, including some evening and weekend working. 

· To demonstrate commitment to the values of Oasis and understand how own behaviour and actions contribute to maintaining a culture of shared ownership and responsibility that supports Oasis in achieving its overall vision

· To ensure adherence to health and safety legislation 

· To promote and embrace equality and diversity

· To ensure adherence to policy and practice particularly confidentiality and data protection guidelines

· To participate in supervision in line with the organisations' approach 

· To carry out from time to time any other appropriate duties as directed by management to support and promote the work of Oasis  




	Person specification 
	Essential or Desirable

	Qualifications 
	 

	Minimum of 5 GCSE Grade C or above (or equivalent) including English and Maths
	Essential

	Institute of Fundraising Certificate


	Desirable

	Experience 
	 

	At least 1 years’ experience of working in a fundraising environment
	Essential

	Experience of raising funds from trusts, foundations or statutory sources
	Essential

	Comprehensive experience of using Microsoft Office (including Outlook, Word, Excel and Powerpoint)
	Essential

	Managing multiple priorities in an effective, efficient and organised manner
	Essential

	Writing clear and informative copy for internal and external communication purposes
	Essential

	Experience of researching and presenting information clearly and concisely
	Essential

	Experience of working to and exceeding targets


	Desirable

	Skills
	

	Excellent interpersonal, communication and presentation skills
	Essential

	Good working knowledge of social media 
	Essential

	Ability to build and maintain good working relationship with a diverse range of people
	Essential

	Able to prioritise and meet deadlines with minimal supervision
	Essential

	Numerate and financially literate
	Essential

	Able to motivate and influence others


	Essential

	Knowledge and personal attributes
	

	Knowledge of different methods of fundraising
	Essential

	Enthusiastic and creative and keen to find solutions to problems
	Essential

	Self motivated and able to use own initiative
	Essential

	An understanding and commitment to the principles of equality and diversity
	Essential

	Committed to continued professional development including active participation in internal and external meetings and training
	Essential

	Able and willing to travel and occasionally work at weekends and evenings
	Essential

	To be aware of best practice around confidentiality procedures and a clear understanding of data protection guidelines
	Essential

	An understanding of and an interest in the issues surrounding substance misuse and women-only services
	Desirable

	Knowledge of local business networks and community groups
	Desirable


The post is subject to the satisfactory completion of a Disclosure and Barring Service check. 

This job description accurately reflects the present position; it may be reviewed and amended but only after a proper period of consultation. 
