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                                                         JOB DESCRIPTION
JOB TITLE:			Fundraising and Communications Manager
REPORTING TO:  		CEO
PLACE OF WORK:		Based at The Peartree Centre, MK6 3EB 
HOURS OF WORK:	36 hours, typically Monday to Friday, but weekend and out of hours work will be required

            SALARY			£40,000 per annum


JOB PURPOSE:

In this exciting and challenging new role, you will be working with colleagues, local partners, communities and businesses to develop and implement the Fundraising strategy for Age UK Milton Keynes.  You will source and manage income from a variety of funding streams, including trusts and foundations, corporates and community fundraising, including legacies. This will include working with the grants team on securing new grant opportunities and relationship management of existing funders. The post is also responsible for overseeing all external marketing and communications activity which includes community fundraising. 

Using existing leads plus building new relationships, your creative flair will generate compelling content and proposals tailored to different audiences and to feed into press releases, newsletters, reports and social media posts. There are real opportunities to shine whilst promoting our essential aim to become a society in which we can thrive as we age.

As an experienced fundraiser and a hands-on relationship manager, you will also manage and develop our donors and legacies to maximise income and provide excellent donor experience delivering on an annual income target.
Key Responsibilities
· Research, develop and implement multiyear fundraising strategy and annual plans including income and expenditure budgets for the Fundraising team.
· Develop operational plans for trusts and foundations, legacies, corporate fundraising and community engagement in order to meet income targets.
· Identify, research and develop individual contacts across high net-worth Individuals, Trusts and Foundations (together with the grants officer) and Corporate organisations, to build warm relationships, and increase income for AUKMK. This is likely to include attendance at events, speaking on panels and pitching to organisations. 
· To provide appropriate support to major donors by building strong relationships with an exceptional level of customer care so they feel valued and continue to support the charity for many years.
· Explore opportunities for new events and initiatives to increase donors.
· To seek opportunities to make presentations, give talks etc., to organisations key to our strategy, which could be local groups, schools, societies and special interest groups to promote Age UK MK and our services.
· To ensure efficient use of resources, at all times, to enable further growth in activity and income to achieve targets.
· Develop and create, with support from colleagues and volunteers, PR content for social media and website.
· Ensure accurate data relating to donors, commissioners, fundraising activities and fundraiser volunteers is collected and analysed, and that this is kept accurate, confidential and secure in line with legal requirements and AUKMK’s policies.
· Ensure all the legal requirements for events and community fundraising are in place and adhere to the Fundraising Regulators Code of Fundraising Practice and charity law requirements.
· Always Work within the values and policies of AUKMK.
· Take part in line management supervision, appraisals and training as required.
· Have a duty and responsibility for personal health and safety and the health and safety of colleagues, fundraising/events volunteers and the general public attending events.
Financial Responsibility
· Work with SMT colleagues to develop the annual budget
· Ensure delivery of all agreed income targets
· Management and control of costs to maximise net contribution
Staff Responsibility

· Grants Officer
· Grants volunteer
External influence
· Liaise with solicitors and will writers to ensure Age UK MK is promoted as a charity for legacies and develop a Legacies campaign to attract clients.
· Liaise with groups and companies to give talks and raise the need for regular donations.
· Attend external conferences and meetings as appropriate.
· Identify strategic partners and develop long term partnerships which deliver value
· Develop, manage and evaluate a programme of fundraising activities and campaigns across individual giving and community fundraising, ensuring they are run effectively and are well planned, marketed and supported.
· Write engaging social media copy, organise appropriate photos and fundraising materials and develop assets that help to grow support for the organisation, increasing our supporter base, reaching new audiences, whilst promoting fundraising opportunities, celebrating successful fundraising campaigns and sharing individual fundraiser stories.
· Update and manage the organisation’s website, ensuring content is interesting, relevant and in line with the organisation’s values and brand guidelines.
· Collate, write and publish the organisation’s impact report annually and marketing leaflets for services as required.  Everything produced being in line with brand guidelines
· Respond to enquiries from the public, volunteers, fundraisers etc. (by phone, mail/email and in person) including responding to requests for information/fundraising materials.
PERSON SPECIFICATION TO INCLUDE
· Experience within a fundraising role in the charity sector, including supporting individual donors and communities.
· Evidence of success in raising income and achieving income targets
· Experience of developing and delivering fundraising campaigns, planning and managing their implementation and evaluating their impact.
· Experience of making presentations and/or public speaking to a variety of audiences.
· Effective communicator – able to stimulate and motivate others alongside excellent writing skills including strong copy writing skills
· A good team player whilst also being self-motivated with the initiative to work unsupervised.
· Building relationships and networking with a variety of stakeholders 
· IT literate – CRM databases, Word, Excel, Outlook etc
· Entrepreneurial approach – seeking out opportunities and proactively piloting new ideas
· Developing internal and external communications using a variety of traditional, digital and social media, 
· Corporate fundraising (desirable)
· Managing and developing website content (desirable) 
· Car Owner/Driver

Special Features
Undertake other tasks within AUKMK as may be required from time to time.
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