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JOB DESCRIPTION

	Job Title:

	Philanthropy & Development Officer

	Department:

	Income Generation 

	Reports to:


	Corporate Partnerships Manager

	Responsible for:

	N/A


Job Purpose

	To support the development of income from major donors, trusts, and community audiences by building positive relationships, delivering high-quality stewardship, and contributing to funding applications.

The role will support the management of a portfolio of donors and trusts, while working closely with colleagues to identify and develop new opportunities. The postholder will also play a key role in helping to engage new and more diverse communities with the hospice.


Main Duties and Responsibilities 

	Relationship Management (Major Donors & Supporters)

· Support the management of a portfolio of existing and prospective donors, ensuring good stewardship and engagement.

· Build positive and personalised relationships with supporters to encourage ongoing involvement.

· Assist in identifying and researching new donor prospects.

· Support the preparation of briefings, communications, and follow-up actions for donor engagement.
Trusts & Foundations

· Research and support the preparation of applications to small and medium-sized trusts and foundations.

· Assist in writing funding applications and reports, with support from senior colleagues where required.

· Maintain accurate records of applications, deadlines, and reporting requirements.

· Support the stewardship of existing trust supporters.
Community & New Audience Engagement

· Support the identification and engagement of new and diverse community groups.

· Assist in developing approaches to broaden the hospice’s reach.

· Work with colleagues across teams to support community engagement opportunities.

· Contribute ideas to help grow income from new audiences.
Income Generation & Pipeline Support

· Support the delivery of agreed income targets across trusts and donors.

· Maintain and update a pipeline of prospects.

· Ensure activity is recorded and monitored to support performance tracking.
Collaboration & Representation

· Work with marketing to support the development of case for support materials.

· Gather stories and impact information to support funding applications.

· Represent the hospice at events where appropriate.

· Data, Compliance & Administration

· Maintain accurate records on the CRM system (Raiser’s Edge)
· Ensure compliance with data protection and fundraising standards.

· Support reporting on activity and income.


General Duties 
	· To comply at all times with the requirements of the Health & Safety regulations under the Health & Safety at Work Act (1974) and to take responsibility for the health and safety and welfare of others in the working environment ensuring that agreed safety procedures are carried out to maintain a safe environment. 

· To comply at all times with the Hospice Information security policy.  Also to respect confidentiality of information about staff, patients and health service business and in particular the confidentiality of electronically stored personal data in line with the Data Protection Act. 

·  It is the responsibility of all Hospice employees to fully comply with the safeguarding policies and procedures of the Hospice. As an Isabel Hospice employee you must ensure that you understand your role in protecting adults and children that may be at risk of abuse. Individuals must ensure compliance with their safeguarding training.  

· The Hospice is committed to a policy of equal opportunities.  A copy of our policy is available from the human resources department. 

· The Hospice operates a no-smoking policy.   

· The role description gives a general outline of the duties of the post and is not intended to be an inflexible or finite list of tasks.  It may be varied, from time to time, after consultation with the post holder. 

· All appointments are subject to pre-employment health screening. 

· It is the responsibility of all employees to ensure that they comply with the Hospice Infection control practises, as outlined in the Health Act 2008 and staff must be familiar with the policies in the Organisation’s infection control manual, this includes Infection Prevention and Control Adult Hospice Policies and Safe Practice Guidance. 

· All staff are required to implement infection control policies and practices, including hand hygiene, waste disposal, staff uniform and occupational health responsibilities, as detailed in the Hospice Policies. 

· It is the responsibility of all staff to ensure that they have evidence of annual/or otherwise infection control training as appropriate.
· Able to travel and work some evenings, weekends and unsocial hours in the delivery of events and community activities. 


The job description is not exhaustive and may be amended following appropriate consultation in the light of business need

PERSON SPECIFICATION

	Job Title:

	Philanthropy & Development Officer

	Department:

	Income Generation 


	Requirements 
	Essential 
	Desirable 
	How identified

	Knowledge,

Experience & qualifications 


	· Experience in fundraising, customer service, or relationship-based roles 
· Strong communication skills (written and verbal) 

· Good organisational skills and ability to manage multiple tasks 

· Ability to build relationships with a range of people 

· Motivated and proactive with a willingness to learn 

· Commitment to the hospice’s values
	· Institute of Fundraising Certificate/Diploma is highly desirable.

· Educated to A level or equivalent.
· Experience of fundraising databases (Raisers Edge)

	   AF, C
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	Personal skills and attributes


	. 
· Exceptional interpersonal skills - confident in building rapport and trust with people from all walks of life, including senior corporate leaders, major donors, and trustees.
· High emotional intelligence - able to read situations, adapt communication style, and respond with empathy and tact.
· Influential and persuasive - skilled at engaging and inspiring others to support the charity’s mission.
· Strategic mindset with hands-on approach – able to see the big picture while being willing to get involved in detail where needed.
· Resilient and tenacious- thrives under pressure, remains positive in the face of challenges, and sees setbacks as opportunities to adapt and improve.
· Creative and innovative thinker - looks for fresh approaches to attract, engage, and retain high-value supporters.
· Excellent organisational skills - able to balance competing priorities, manage multiple projects, and deliver to tight deadlines.
· Results-driven - focused on achieving ambitious targets without compromising relationship quality.
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Together we care



