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	Fundraising and business development officer 


	Department: New Business 
	Reports to: New Business Manager 

	Outward requires a fundraising officer to support fundraising within the organisation. Outward is a London based charity that supports people with learning disabilities, autism, vulnerable older people and young people. The Fundraiser officer will have the opportunity to see first-hand exactly what the money raised makes possible by adding value to our services. They will also support the new business team. 
Main Purpose of the Job:
The post holder will help to evolve and deliver Outward’s fundraising strategy. They will support fundraising activity both within the organisation and externally and promote the organisations profile in line with our fundraising strategy.  They will work with the New Business Manager to manage fundraising campaigns and take a lead in researching opportunities and making links with Trusts, Statutory Authorities and other appropriate bodies and individuals to raise funds.  Administration responsibilities will include completing fundraising applications, reporting to external funders and maintaining all required records. They will ensure all monitoring outcomes records are collected and available for auditing and monitoring purposes. 

Additionally the post holder will provide administrative support as required within the New Business team. 
Responsibilities:
•
Work in collaboration with the New Business Manager to identify funders and opportunities for Outward to develop new services and add value to our work.

•
Identify funding opportunities that support the development of Nutley Edge – a holiday, respite and activity centre for disabled adults.

•
Complete funding applications

•
Research, identify and develop future fundraising activities with potential charitable trusts and other funders who are likely to provide financial support to Outward.

•
Provide statistical evidence to support monitoring and evaluation of funding objectives.  

•
Maintain accurate electronic records and status reports to monitor and evaluate progress to report to funders and evidence for further applications 

•
Assist with planning and driving fundraising campaigns and promote this and other opportunities for income generation. 

•
To compose reports and evaluations

•
Update content for intranet and website as needed

•
To provide administrative and project management support to the New Business Team which may include maintaining records, researching information, completing occasion tender information and responding to enquiries.


	Environment:

At our head office at Tottenham Hale or at services as needed. Hybrid working may be available.

Evenings and weekends may on occasion be required.

	Scope

Working with internal and external professionals.
Communicating with a range of people we support, volunteers, employees, parents, carers and other stakeholders.


	PERSON SPECIFICATION

	Essential 
	Desirable
	Assessment

	Education and qualifications

	Grade C or above GCSE (or equivalent) in English language
	Educated to degree level or equivalent
Fundraising qualification

 
	A/I

	Experience, Knowledge and understanding

	Commitment to the values of Outward
	Experience of working within the charity, housing or social care sector
	I

	Experience and knowledge of fundraising 
	Previous role in fundraising  
	A/I

	Experience of researching funding applications or other research 

	
	A/I

	Good verbal communication skills 

	Experience of presentations

	A/I

	Ability to develop effective working relationships with internal and external contacts


	
	I

	Excellent standard of written communication with the ability to write clear, concise and engaging statements/reports


	Previous experience of writing successful funding bids or other related reports
	T

	Ability to compile statistics, keep  information accurate and up-to date


	Ability to analyse and report complex numerical data 
	T

	Excellent attention to detail 
	
	I/T

	Ability to organise your own time effectively and able to work without close supervision to meet goals and objectives
	
	A/I

	Able to solving problems effectively and use initiative
	
	I

	Ability to  prioritise workload, meet deadlines and targets while showing good attention to detail and maintaining quality
	Project management experience, keeping to timescales and dealing with issues as they arise
	I

	
	Knowledge of budgeting and financial control 
	I

	Excellent IT skills with the ability to use MS Word, Excel, and Power point


	
	A/I

	Ability to create and maintain strong working relationships with internal and external stakeholders
	
	I

	Ability to work as part of a team and part of a wider team across the organisation
	Experience of working within a central role 


	I

	A willingness to build on knowledge in all areas of work
	
	I


