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	ROLE PROFILE 
	 

	ROLE TITLE:  Trusts & Foundations Fundraiser 

	REPORTS TO: CEO

	TEAM:  Fundraising 

	SALARY: £25,000 - £28,000 per year FTE (depending on experience)

	HOURS: 22.5 hours per week 


	CONTRACT TERM: Fixed term until end of March 2025 (with possibility of extension)


	PURPOSE OF ROLE: To research information, plan and write bid applications in order to contribute to the fundraising activity at Oasis. Communicating key messages and data about Oasis to inspire and engage potential funders and be successful with bid applications will be key. The post-holder will work with the Senior Management Team and other staff and trustees to implement Oasis’ fundraising strategy with the aim of delivering sustainable income.


	SUMMARY:

The successful candidate will be a highly motivated, strong communicator, with high levels of computer literacy. They will be a driven individual with buckets of creativity and enthusiasm. The post-holder will have strong time management skills with an ability to multi-task and be able to work to demanding deadlines. You will have experience of bid writing and the ability to identify new funding opportunities, writing compelling and effective applications. 


Key competencies  
	Income generation

	· To support the CEO and Senior Management team in identifying potential funders, including Trusts and Foundations and other suitable organisations to approach re bids for funding. 

· To lead on researching and writing compelling and effective bid applications in a timely manner
· To assist and support the fundraising team with other fundraising activities. 
· To ensure that Oasis delivers quality and timely thanking, stewardship and reporting back to funders, companies and supporters in order that their support is recognised, retained and repeated.
· To maintain up to date accurate records around funders and supporters using a database, including working with the Senior Management to report and review progress, next actions and plans.

	Communication and networking

	· As part of the fundraising team to provide a point of contact for communication regarding fundraising by telephone, email and in person as appropriate.
· To provide clear communications about Oasis’ work and be able to provide varied information with a wide range of audiences. 

· To be a passionate advocate of Oasis’ services. 
· To represent Oasis at relevant networking events and promote its services.

	Budgetary responsibilities

	· Keep clear and up to date records of funding bids to feed into reports to the CEO and the Board of Trustees about fundraising levels and activity.
· Work with financial and communications lead to maintain accurate and careful monetary records.
· Be able to work to and exceed targets

	General accountabilities

	· Flexibility and willingness to travel to support fundraising activities, and events including some evening and weekend working. 

· Demonstrate commitment to the vision and 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

· Ensure adherence to health and safety legislation 

· Promote and embrace equality and diversity

· Ensure adherence to policy and practice

· Participate in supervision in line with the organisations' approach 

· 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 
	 

	Experience of preparing and writing bids and funding applications
	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
	Essential

	SKILLS
	

	Excellent interpersonal, communication and relationship building skills
	Essential

	Skilled at writing with flair, creativity, with strong grammatical knowledge
	Essential

	Confident telephone manner
	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
	

	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

	To understand the importance of taking responsibility for own behavior and actions
	Essential

	Committed to continued professional development including active participation in internal and external meetings and training
	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 not subject to the satisfactory completion of a Disclosure and Barring Service check at a standard level. This job description accurately reflects the present position; it may be reviewed and amended but only after a proper period of consultation. 

