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JOB DESCRIPTION & SELECTION CRITERIA
JOB TITLE:

FUNDRAISING OFFICER (Trusts and Foundations)
REPORTS TO:
FUNDRAISING MANAGER 
LOCATION:

Coalbrookdale Head Office, Coach Road, Telford

HOURS:

Full-time, permanent

SALARY:

Dependent on experience
INTRODUCTION:
Founded in 1967, the Ironbridge Gorge Museum Trust Ltd is a registered charity whose twin aims are education and heritage conservation. The Trust is one of the largest independent museums in the world and is widely recognised as one of the most innovative and entrepreneurial museums in the UK. The Trust cares for 36 scheduled monuments and listed buildings within the Ironbridge Gorge World Heritage Site and operates 10 museums which collectively tell the story of the Ironbridge Gorge’s universal significance for its unique role in the development of the Industrial Revolution.  These museums receive around 500,000 visits a year, including 70,000 school visits. As well as 10 museums, the sites in the Trust’s care include a research library, a tourist information centre, two youth hostels, archaeological monuments, historic woodlands, housing, two chapels, and two Quaker burial grounds.  In managing this diverse group of assets, the Museum continues to pursue an active development programme, which meets the Trust’s charitable aims.  

Operating as a ‘pure’ independent model without statutory local government or central government support, the Trust has over many years proved the strength and resilience of its Governance model, its ability to manage risk effectively and to continually meet the changing needs of the communities and audiences which it serves.  The Museum has had a successful fundraising history and has secured donations and grants from individuals, local, regional and central government together with independent grant-making Trusts and bodies. Looking forward there is a clear need for the Trust to instigate a new approach to fundraising that will generate consistent levels of additional income, strengthen the Trust’s capital base and realise the Trust’s long-term development plans. 

We are at an exciting and pivotal point in the Trust’s history with the Board of Trustees having just agreed a new 5 Year Strategic Plan that sets out the Trust’s long term goals. A new Fundraising Strategy has also been agreed as one of the key mechanisms to deliver the Strategic Plan with its focus on the sustainable development of the Museum sites together with the long-term maintenance of the buildings and monuments within our care. 

JOB DESCRIPTION
FUNCTION:
To work with the Fundraising Manager, Fundraising Officer and the Director of Museum Development to deliver the Fundraising Strategy for the Ironbridge Gorge Museum Trust.  
DUTIES INCLUDE:


· Undertake extensive and detailed research to identify new prospects and potential donors with whom the Museum will aim to develop significant philanthropic relationships (including corporate sector and individuals)
· Lead on research into suitable/relevant trusts and foundations for submissions of grant applications to meet fundraising targets and to enable the Museum’s conservation and education work

· Work with the Fundraising Manager and Director of Museum Development to develop and submit grant applications to Trusts, Foundations and other donors   
· Record all individual, trust and foundation information on the central   database and record all targeted income to correlate with fundraising targets and annual income

· Prepare accurate research papers for the Executive and Board, including briefing notes for major donor cultivation and stewardship events (in accordance with GDPR)
· Manage annual wealth screening of the database to ensure adequate prospect pipeline (in accordance with GDPR )
· Work with the Finance Department to ensure the appropriate allocation and coding of major gift income

· Support the fundraising team in the implementation of solicitation strategies to identify, establish, develop and nurture links for funding purposes with key strategic partners
· Maintain relevant databases, records, files and gift-processing ensuring prompt thanking and high levels of stewardship and in accordance with GDPR
· Produce and deliver reports and relevant papers required by funding organisations and other external/statutory bodies as well as the Museum’s Executive, Boards and Committees 
· To assist with the hosting of the Museum’s fundraising and cultivation events and activities in liaison, where appropriate, with Museum Management Team members 
· Any other duties commensurate with the post 
STAFF REPORTING DIRECTLY:

· N/A
BUDGETS HELD:

· N/A
This Job Description is subject to periodic review.
PERSON SPECIFICATION
Essential  

· Relevant qualifications, e.g. GCSEs or equivalent 
· Proven track record of fundraising research within a complex charity

· Knowledge of prospect research techniques and maximising database returns

· Excellent organisational, interpersonal and communication skills with the ability to converse effectively and convincingly with a wide range of people including prospective donors, Museum Trustees, supporters and senior staff. The ability to develop and maintain productive working relationships with colleagues and external contacts with a broad community of interests
· Ability to work independently and as part of a team
· Meticulous attention to detail

· Flexible in approach

· Excellent ITC skills, highly numerate and competent user of social media
· Full driving licence & access to own vehicle and able to attend evening and weekend events when required.
Desirable 

· A’Levels or degree 

· Experience of fundraising in the cultural/arts/heritage sector
· A broad understanding and appreciation of the work of museums and other cultural providers
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Signed (Line Manager)……………….. Printed ……………………….  Dated ………………..
Signed (Chief Executive)…………………   Printed ……………………… Dated ………………..
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