


FUNDRAISING CO-ORDINATOR 
Overall purpose of role:

The Fundraising Coordinator will provide key administrative and communications support to all individual donors, from low-level through to high net worth individuals via the Fundraising Board. Working closely with the Director of Fundraising and New Business and Executive Director the post-holder will enable Youth Music to maintain, and grow, individual donations with a focus on development of the Fundraising Board.  The post will also be responsible for recording online donations and providing support in the development of applications to charitable trusts and foundations. 

Key areas of responsibility:

· Provide administrative support to all low-level, mid-level and high net worth individual donors in order to maintain, and grow, their financial support for Youth Music.  

· Record donations from online sources and reconciliation with finance department. 

· Creation and delivery of appropriate online and hard copy communications to maintain donor relationships.  

· Provide support to the Director of Fundraising and New Business in the development of applications to charitable trusts and foundations. 
Reporting to: Director of Fundraising and New Business
Job Sharing – Not applicable as role is part time (0.6)
Main tasks: 
1. Account Management
· Support the Director of Fundraising and New Business in managing the Fundraising Board, offering a high level of donor care.
· Ensure that individual donor database records are up to date including contact history and that every donation or query from an individual is responded to by the most relevant person.
· To ensure that pledged income is received in accordance with the forecast schedule.
· Maintain accurate records on The Raiser’s Edge of all activity undertaken.
· Arranging visits to funded projects for supporters and donors.

2. Development 
· Field unexpected approaches from individuals. 
· Field queries about legacies and promote legacy giving amongst wealthy individuals.
· Produce a regular fundraising e-newsletter and to coordinate its dissemination. 

· Maintain up to date knowledge regarding tax efficient giving methods in order to advise Youth Music donors.
3. Systems
· Use Raiser’s Edge to effectively plan and manage approaches to and engagement with donors and prospects.
· Ensure wealthy individual donors are provided with specific reports where relevant.
· Keep the income forecasting tool up to date by predicting the level of financial support expected from wealthy individuals.
· Management of system for logging and processing of donations including thanking donors
· Monthly financial reconciliation with Finance Team

4.  Other duties
· Carry out all such additional duties as are reasonably commensurate with the role.
· This job description is not necessarily an exhaustive list of duties but is intended to reflect a range of duties the post-holder will perform.  The job description will be reviewed regularly and may be changed in the light of experience and in consultation with the post-holder.

Person specification
Essential skills:
A.  Technical/Professional:  

1. Account Management
· Demonstrable work experience, possibly in administration, marketing or fundraising.
· Strong planning and organisational skills.
· Ability to prioritise workload/ work on own initiative.
· Experience of managing donors.
· Experience with dealing with Senior Management, Board Members or Senior Volunteers.

2. Development 
· Excellent communication skills – both verbal and written.
· Experience of building relationships with supporters.
· Understanding of individual donor needs and awareness of a range of fundraising techniques.

3. Systems
· Ability to use Raiser’s Edge or similar database programme effectively.
· An awareness and understanding of tax efficient giving methods.

4. General

· Experience of working in ways that are consistent with the YM competence framework 
· Ability to work independently supporting multiple priorities 
· Commitment to the Charity and cause
· Carry out all such additional duties as are reasonably commensurate with the role.

· This job description is not necessarily an exhaustive list of duties but is intended to reflect a range of duties the post-holder will perform.  The job description will be reviewed regularly and may be changed in the light of experience and in consultation with the post-holder.

Desirable
· Experience of providing support to a Fundraising / Development Board

Benefits: Home working, Non-contributory company pension scheme at 8%, 25 days annual leave and CPD support amongst others.

Salary - £26000 circa (pro-rata) 
To apply:

A letter of application indicating:

· Why this post is of interest to you

· How your skills are suitable to the role

· Your vision and aspirations for the role and any personal development opportunities you have identified.  

· A curriculum vitae giving details and  factors which you consider relevant
· Please keep this succinct, no more than two sides of A4 for your letter and three sides for your CV.

YOUTH MUSIC COMPETENCY FRAMEWORK (SUMMARY) 

SELF MANAGEMENT

Self-starter who generates enthusiasm, trust and confidence. Takes responsibility for own work and development. Actively seeks feedback on own performance and learns from successes and mistakes. Demonstrates commitment to a healthy work-life balance

COMMUNICATING & INFLUENCING

Listens carefully allowing others to contribute. Explains ideas clearly and concisely, adjusting style according to the audience and situation. Communicates openly and honestly on a basis of trust. Strives for successful outcomes. Interprets data and learning, using this to influence and make change happen. 
PLANNING & DELIVERING RESULTS

Has flexible and positive attitude. Keeps focussed, makes plans and monitors progress. Anticipates and resolves problems to ensure delivery of desired results. Plans capacity, allocates responsibility and organises resources. Keeps the organisation’s vision and perspective in focus in decision making.
WORKING WITH OTHERS

Promotes a sense of collective pride and organisational achievement, sharing credit and involving people across teams.  Promotes effective team work and team players.  Acknowledges other viewpoints. Sees knowledge and practice sharing as central to success. Encourages, motivates and helps to develop other. Manages performance and gets the best out of people. 

INNOVATION & PROBLEM SOLVING

Promotes improvement to processes, systems and the organisation. Looks beyond the immediate problem to implement solutions which address the real issues. Maintains focus on the organisation’s vision and goals. Reviews trends and the wider environment to identify issues, creative solutions and positive outcomes.  

LEADING & WORKING IN TEAMS INCLUDING PROJECTS

Has strong focus on teamwork and delivery. Empathises with personal circumstance, offering help and support when needed. Leads with courage encouraging colleagues to voice opinions and contribute. Considers others’ strengths and development needs when sharing or assigning tasks. 
ORGANISATION ETHOS

Understands Youth Music’s long and short term objectives and own role in delivering outcomes for children and young people. Commits to delivery. Able to work flexibly and change priorities in-line with agreed strategic requirements. Has sound judgement and evaluates risks, uncertainties and rewards in decision-making.   

WORKING WITH STAKEHOLDERS

Recognises Youth Music’s key internal and external stakeholders and understands their roles and importance. Builds effective stakeholder relationships and judges when and how to engage them. Keeps in mind the organisation’s mission and goals when making or establishing connections. Seeks potentially strong strategic partnerships including, but not exclusively, those with possibilities for fundraising. 
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