[bookmark: _heading=h.gjdgxs]People & Planet Job Description


[bookmark: _heading=h.30j0zll]Job Title: Fundraising  Officer
Job Purpose: To be responsible for supporting grant fundraising by prospecting, writing applications and managing funding reports. 	Comment by Josie Mizen: "coordinating" funding reports? Would be good to avoid implying that someone who isn't a manager is "managing" something (even though they kinda mean the same thing in this instance)
Accountable to:  Management Team	Comment by Unknown Author: Makes sense to be Rosie if you are continuing to lead on individual fundraising?
Contract: Part time temporary.,   2 days per week 	Comment by Unknown Author: Do we want to consider this being temporary to allow us time to see how it goes? 
Location: Remote - home based with occasional travel to in-person team days.
Salary: £32131 pro ratad for 2 days a week (£16,065.48)	Comment by Andre: worth adding a 'note - we are a 4 day working week organisation' kinda thing?



[bookmark: _heading=h.1fob9te]Main responsibilities 
· 
· MMaintain the fundraising calendar, monitoring and tracking deadlines of reports and applications, reminding managers of deadlines and ensuring they are met.
· Research and prospect for new grant funding opportunities
· Support with the writing and editing of funding applications.
· Support Campaign Managers with writing and editing reports to funders.
· Provide  administrative support for the Fundraising Strategy Group, for instance by setting up meetings, agendas and minute-taking. 
· Development of resources to support organisation-wide fundraising initiatives.
·  Provide support for individual fundraising campaigns.
· s.
· Participate in an annual telephone fundraiser aimed at regular donors
ors

[bookmark: _heading=h.xj0xub7byh6l1]Test new digital channels for cold acquisition e.g. Facebook ads, email marketing and others as they arise.

· [bookmark: _heading=h.x06r6e513yub]Manage and update the database of contacts, ensuring that records are up to date and that all new contacts and correspondence has been entered.

· Respond to requests for cancellations/changes to direct debits.


· 

Person Specification
Note: while we seek for applicants to meet all essential criteria, we are keen to hear about transferable skills and experiences that demonstrate your ability to fulfill the requirements
[bookmark: _heading=h.tyjcwt]Essential criteria

Skills, knowledge and abilities
· An understanding of the UK grant fundraising landscape.
· Previous experience of supporting with grant fundraising and/or reporting on grants, whether with a charity, community group, or grassroots organisation.
· An ability to develop a strong understanding of the motivations and insights that drive support for People & Planet and how to communicate this to potential funders.
· 
· Strong oral communication skills with credibility to persuade, build rapport and negotiate effectively with people from a diverse range of backgrounds.	Comment by Josie Mizen: Should we combine these? It feels like written abilities are probably most important for this role, but the way it's framed atm makes it sound like oral communication takes precedent. Would just be phrased as "strong written and oral communication skills, with ability..."
 	Comment by Josie Mizen: Should this be "ability"?
· Strong written communication skills particularly the ability to make written communications persuasive, inspiring, accessible and engaging for a range of audiences at different points in their lives, from students onward.
· 
· 
· Excellent attention to detail and the ability to quickly and accurately record and edit information.
· Strong time management and personal organisational skillsi, including  the ability to manage competing priorities and accurately follow processes.
· Competent in office and productivity software such as word processors, spreadsheets and web-based apps and databases, including CRMs.
· 


Personal attributes
· Ability to work collaboratively with others who may have different priorities and proactively engage colleagues in fundraising initiatives.
· Ability to engage people confidently and comfortably to influence a diverse range of people.	Comment by Andre: ability to confidently and comfortably engage and influence a diverse range of people
· Demonstrable sympathy and commitment to People & Planet's strategic aims, campaigns and theory of change.	Comment by Andre: 'alignment with'


Desirable criteria
· The ability to conduct online research quickly and effectively; previous experience of conducting prospect research is highly desirable.
· 
· An understanding/commitment to working for migrant and climate justice	Comment by Andre: this doesnt read right IMO - drop the understanding id say
