[image: M:\Marketing\BRAND COMMUNICATIONS GENERAL\BRAND\BRAND EVOLUTION 2020_2021\BRAND DEVELOPMENT\ARK\CREATIVE\GUIDELINES\LATEST GUIDELINES\22.03.21\_logo formats\RGB\1. MASTER\WITH STRAPLINE\martin house master logoRGB.png]

Head of Mass Relationships 
Responsible To:    	Director of Income Generation 
Hours of Work:		 37.5 hours per week
Place of Work	Martin House / Home – Hybrid working
Overall purpose of Role:
To work collaboratively with The Income Generation Leadership Team to deliver a robust strategy to deliver the Income generation targets and drive growth for  our  core income.
Tasks and duties
1.  Lead and implement a highly ambitious Mass relationship strategy that enables Martin House to meet its strategic objectives.
2. Maximise all channels of income within the Mass relationship Team.
3. Oversee all Mass relationship campaigns to ensure they are delivering financial and non financial objectives for Martin House. 
4. Lead, manage and inspire the Managers in the Mass Relationship team  by undertaking regular one-to-ones, appraisals and performance reviews of any team members/ interns, to ensure they meet their SMART objectives and income targets, in order to support them in developing
5. Devise and implement new policies and procedures across fundraising including supporter journeys.
6. Implement innovative fundraising ideas and campaigns to increase support from committed, lapsed and new donors. 
7. Support the development of new ways of working to enable efficient and effective methods of generating income. This includes the development and use of the CRM database and other new technologies in the income generation teams.
8. Be an active member of the Income Generation Senior Leadership team and support with change management. 
9. Manage complaints and compliments and provide reports as required.
10. Promote and manage high standards of information governance. 
11. Keep up to date with best fundraising practice and ensure the fundraising team understand and adhere to the Fundraising Regulators Code of Fundraising Practice and understand the rules set out by the General Data Protection Regulation 


12. Be aware of external factors within the charity sector: competitor activity, legislation and general codes of practice.
13. Support strong financial management and accountability for Martin House, monitoring continually and creating contingency plans where necessary. Create effective reports to support the financial achievements of the teams.
14. Maintain a willingness to work unsocial hours when required, for which a reasonable amount of time off in lieu will be granted.
15. Carry out any other duties as may reasonably be required by the Director of Income Generation (interim).
Health & Safety
· To be aware of the safety needs of the children, siblings, parents and colleagues and adopt a preventative safety approach to all times.
· To report all accidents incidents and untoward incidents to a Deputy Head of Care and Clinical Services.
· To be aware of your health and safety responsibilities as an employee and adhere to these.
Personal development

· To adopt a positive and reflective approach to personal and professional development.
· To participate constructively in a yearly annual appraisal.
· To undertake core competencies for clinical skills and specific training and to remain updated.
This job description reflects the present requirements of the post and will form the basis of performance appraisal.  As duties and responsibilities change and develop the job description will be reviewed and necessary changes made with consultation.
Employees may be required to drive a Martin House pool car. These cars are insured by Martin House and it is a requirement of the insurers that we have checked that any staff who drive the cars have a current driving licence.
Martin House has a multi-professional, multi-skilled team seeking to reach out to each family in a way that most helps them.  Because of this team members may be expected to accept a different or unusual task or role.
Equality statement
Martin House is committed to providing care and improving services irrespective of race, ethnicity, disability, gender, religion or belief, age, marital status, or sexual orientation

Safeguarding Children, Young People and Vulnerable Adults 
Martin House is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees to share this commitment. Recruitment checks are undertaken in accordance with safer recruitment standards and successful applicants may be required to undertake a DBS check via the Disclosure and Barring Service (DBS). 
All Martin House employees are expected to
· Uphold the values of Martin House and behave in a professional manner at all times.
· Value equality and diversity and comply with relevant equality legislation.
· Attend 1:1s with line manager, team meetings and annual appraisals.
· Take part in all relevant mandatory training and any other education and training considered necessary to carry out the role.
· Take responsibility for one’s own personal development.
· Cooperate with colleagues, encourage and support positive working relationships (both internally and externally) and foster a culture of respect and consideration at work.
· Establish and maintain effective communication with relevant individuals and groups, both internally and externally.
· Take responsibility for one’s own health and safety and the health and safety of others whilst at work, and comply with Health and Safety legislation.
· Comply with information governance requirements and maintain confidentiality at all times, as required.
· Work within all Martin House policies and procedures.
· Communicate a positive image of Martin House and protect its reputation.
Staff who support Martin House volunteers are expected to
· Carry out effective inductions for new volunteers in your department
· Lead and guide volunteers, providing the support needed to maintain morale and enable them to work effectively
· Supervise your volunteers appropriately in their day to day work and actively work to recognise the work that they do
· Ensure your volunteers have access to some personal time with you on a regular basis 
· Ensure that your volunteers have an annual opportunity to reflect on their volunteering role with you 
· Support appropriate volunteer learning and development within your team
· Communicate effectively with your volunteer team, and in line with the Martin House Staff Charter
· Play a role in the recruitment of new volunteers within your area, once appropriate training has been given
· Support the Manage performance issues with volunteers fairly and sensitively, taking advice from the HR department where appropriate 






















Person specification
Qualifications and work experience
Essential
1. Degree level or equivalent
2. Experience within the non for-profit sector.  
3. Charity or commercial experience in donor/customer development or marketing environment
4. Experience of leading teams, driving growth and leading change.
5. Experience of producing income and expenditure budgets and strong financial management skills
Desirable
6. Member of the Institute of Fundraising
7. Experience of stewarding high level donors/customers
Knowledge and skills
1. Excellent verbal communication skills
2. Excellent organisational skills
3. Excellent IT skills with experience of CRM databases
4. Excellent interpersonal skills
5. Leadership Experience
6. The ability to collate, understand and analyse data information
7. Understanding of fundraising and communication strategies including marketing theories, tools and techniques. 
8.  Strong project management skills
9. Awareness of current fundraising legislation
Attributes
10. Ability to communicate sensitively with children and parents in line with Martin House’s values and expectations
11. Ability to work collaboratively as part of a team


image1.png
Here when
families
need us most

Martin House

Children’s Hospice





