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Role profile – Legacy Executive

	Job Title

	Legacy Executive

	Reports to (Job Title)

	Senior Legacy Manager

	Directorate / Function

	Fundraising

	Supervises

	 N/A

	Job Level

	Band F

	DBS Required

	YES



About Us
Great Ormond Street Hospital Children’s Charity exists to transform the lives of seriously ill children giving them the best chance to fulfil their potential.

We put children and families at the heart of our work; our fundraising income supports the research, care and advocacy that will have the greatest impact on the children and families we serve.

To achieve our ambitions, we work in partnership with Great Ormond Street Hospital and UCL Great Ormond Street Institute of Child Health, along with other charities and funding bodies, academic industry and corporate partners, and patients, families, and the public.

As an employer, we are ambitious, innovative, and embrace change. We foster an environment of inclusivity and support, enabling our staff to be their best and to thrive at work. In everything we do we are guided by our values of courage, care, and curiosity.

Role Purpose
The Legacy Executive reports to the Senior Legacy Manager and is responsible for a case load comprised primarily of pecuniary bequests and which also includes a small number of residuary, specific and reversionary legacies.

Providing critical information and administrative support to the Legacy Management team, the role holder helps to ensure compliance with legal and regulatory requirements in relation to bequests and nurtures relationships with executors (family, friends and professionals). 

The Legacy Management team manages the Charity’s interests in estates in which legacies have been left to the Charity by supporters.  The team ensures that these are received in a timely manner, that their value is maximised and that the legal rights of the Charity are balanced with the potential PR implications of asserting those rights.


Main duties & responsibilities
The main duties and responsibilities of the role holder are as outlined below:
1. To create new legacy records upon first notification, ensuring consistent and accurate records within both FirstClass and Salesforce for all legacy types.  Providing a high-quality foundation of data for ongoing case management by all case handlers and supporting the use of data to provide insight and inform decision making.

2. To scan and import all postal correspondence into FirstClass records, triage case-related emails, phone and web enquiries responding in a timely manner and provide the charity’s bank details upon request.

3. To process weekly Smee & Ford notifications, batching reports with Wills and Grants of Probate.  Creating new legacy records and importing updates to existing records.

4. To ensure legacy income received is recorded on FirstClass and correctly coded on Salesforce, all invoices received relating to legacies are coded correctly and all case-related expenditure is recorded in FirstClass records. 

5. To manage a mixed portfolio of legacies, maintaining regular case reviews in accordance with Legacy Management team policies, ensuring compliance with audit, legal and regulatory requirements.  Regularly reviewing asset valuations, updating estimates and coordinating coding requirements for restricted income with internal stakeholders.

6. To consider every interaction with stakeholders as a unique opportunity to express gratitude, promote legacy giving and strengthen long-term engagement.  Building relationships with families and executors, capturing supporter motivations and family connections to GOSH and supporting the Legacy Marketing team at Legacy Events.

7. To collate, review and submit data for annual R185 tax reclaims to the Finance team.

8. To coordinate regular updates of our Book of Remembrance with internal and external stakeholders; identifying and proof-reading tribute entries and liaising with other teams regarding recognition opportunities where necessary.

9. To manage dormant client account donations, responding to enquiries promptly, receipting and maintain records of donations and any indemnities given.
 
10. Undertake any other tasks, as directed by the Senior Legacy Manager, which contribute to the ongoing development and improvement of the Legacy Management function.





Person Specification

Role: 	Legacy Executive

The Person Specification states the minimum knowledge, skills and experience required to carry out the job and is used for both shortlisting candidates for interview and to identify the areas to explore as part of any assessment or selection for the role including interview.

E = Essential criteria 	D = Desirable criteria

	Key requirements	
	Criteria



	Experience
	· Working experience in a Legacy Management environment that demands accuracy and attention to detail.
	E
 

	Knowledge
 
 
	· Demonstrable understanding of legacy management practices including knowledge of probate and charity law, Charity Commission guidelines and ILM best practice.
	E
 


	
	· An understanding of trends and developments in key economic markets and the legacy sector.
	D

	
	· A working knowledge of fundraising regulation and standards, specifically in relation to legacy fundraising.
	D

	
	· A working knowledge of both FirstClass and Salesforce databases.
	D

	Skills
 
	· Ability to communicate clearly and effectively with external stakeholders.
	E

	
	· Ability to communicate sympathetically with recently bereaved members of the public.
	E

	
	· Skilled at prioritising and organising own work schedule effectively.
	E

	Qualifications
	· Either hold the Certificate in Charity Legacy Administration (ILM) or be currently studying for the qualification.
	E



This document is not a set of terms and conditions of your contract or an exhaustive list of duties. It is a guide indicating core responsibilities ad accountabilities attributed to the role. We expect all our employees to share and demonstrate behaviours and values in line with our aim of ensuring a welcoming, inclusive and productive organisation where respect, flexibility and collaboration are key.

All applicants for any post within Great Ormond Street Hospital Children’s Charity are required to declare any involvement, either directly or indirectly, with any firm, company or organisation that has a contract with the hospital or the charity. Failure to do so may result in an application being rejected, or, if it is discovered after appointment that such information is being withheld, then this may lead to dismissal. Great Ormond Street Hospital and the charity are regulated organisations and, as such, some employees may undertake a Disclosure and Barring Service (DBS) check and their name checked against the Violent and Sex Offender Register. The employee will have access to confidential information that may only be disclosed to parties entitled to receive it. Information obtained during the course, of employment should not be used for any purpose other than that intended. Unauthorised disclosure of information is a disciplinary offence.
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