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Fundraising and Business Development Executive
Department/Division: 
Business Development & Marketing


Job Title: 


Fundraising & Business Development Executive
Location: 
Hybrid working - North of England with ability to travel to northern regional sites e.g. Leeds, Northumberland, Lincolnshire and Cumbria and occasional national travel. 
Grade: 


8
Accountable to: 

Head of Business Development & Marketing 
Overall Purpose of the Job

· To support with the implementation of the organisation’s Business Development Strategy and feed into future strategy planning. 

· To identify new business/fundraising opportunities that will generate new revenue through new markets, partnerships, services and opportunities that are aligned to BID’s strategic objectives.
· To obtain accurate, high-quality information from all stakeholders including clients to support fundraising/business development activities. 
· To work with teams across the organisation to identify needs and design new business projects.
· To lead on project management for fundraising/business development proposals, from analysis through to project planning, draft and final production and delivery.
· To generate business development/fundraising strategies to meet identified project needs. 
· To identify and complete market engagement, tender and grant submissions in line with required processes including writing effective, concise and compelling proposals that fully meet the needs identified in the specification/guidelines, while under timeline pressure.

· To complete all reporting requirements and requests for further information.
· To identify, support and where appropriate lead on delivery of wider fundraising activities.
· To develop and maintain relationships with funders, commissioners and other stakeholders supporting delivery of organisational objectives.
· To understand local/national strategic objectives/priorities (e.g. local authority, NHS), legislation and sector-wide developments relevant to the organisation and business development/fundraising opportunities, ensuring these inform service development and help maximise sustainable opportunities.
· To increase awareness and understanding around sensory impairments and influence external strategic planning, priorities and commissioning. 
· To represent the organisation and its objectives at meetings and in links with external agencies, advocating the merits of the organisation in a positive manner at all times.

Principal Accountabilities

· To take a proactive, innovative and creative approach to the design, development and submission of business development and fundraising proposals from inception to completion.  
· To undertake project research including understanding of local/national strategic planning/priorities and stakeholder consultation to ensure good understanding of need and project impact and to inform service design and funding submissions.
· To research current political, social and community developments which may have a bearing on service development and funding for the future.
· To liaise with the internal staff and partners as required to develop proposals ensuring business development and fundraising activities and subsequent projects have strategic fit with the organisation and are operationally deliverable. 
· To proactively seek out and apply for new and existing business development/fundraising opportunities in particular tenders and grants.
· To track progress and maintain accurate records of tenders/funding applications. 

· To maintain and build strong relationships with funders and donors through stewardship. 

· Nurture and develop relationships with key individuals especially commissioners, funders, third sector providers and voluntary councils. 
· To complete high quality reports and support managers with reporting, progress reviews and wider project monitoring as appropriate. 

· To ensure relevant staff/managers are aware of contract/funding Terms and Conditions and support in meeting these as appropriate. 

· To attend relevant funding and networking events as appropriate and undertake presentations to enhance awareness of BID Services and the needs of those we support as appropriate. 
· To support with wider business development functions and delivery of the Business Development Strategy, working as a team, supporting other members as required. 
· To feed into, support and lead on, where relevant, wider business development and fundraising activities as appropriate e.g. online giving, individual giving, fundraising events, legacies and corporate fundraising. 

· To keep up-to-date with best practice in developments regarding fundraising and business development. 
· To work to a set of key performance indicators including financial targets.  

· To be an excellent communicator, demonstrating high attention to detail, excellent editing and proofing skills and the ability to adopt a structured, highly organised approach to work.
· To manage multiple proposals simultaneously, often with tight response times.

· To be self-sufficient with managing workload and administration tasks, utilising I.T. accordingly.

· To be able to travel freely across the north of England on a regular basis and, on occasion, nationally including to the head office in Birmingham, maintaining flexibility in terms of both working approach and location.
· Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision.
· Promote the organisation and services in a positive manner and work in accordance with the BID mission statement and core values: Caring, Trusted, Professional, Empowering and Supportive.
· Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work

· Work in accordance with other organisational policies with emphasis on adhering to BID’s Safeguarding procedures, Health and Safety policy including risk assessment and risk management practices, and Information Security/GDPR.

· Be committed to the organisations environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.
· Undertake any other duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects.

Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: ___________________________   Date: ________________
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PERSON SPECIFICATION FORM

Department/Division:
Business Development & Marketing
Role/Job Title:

Fundraising and Business Development Executive




Method of assessment : ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and ‘E’ = exercise
	Knowledge

	Essential
	Desirable

	AF/I
	Knowledge of the public/not for profit sector and fundraising and tender processes
	
	Understanding of sensory impairments (D/deaf, hard of hearing, sight impaired, or severely sight impaired, Deafblind, acquired dual sensory loss)

	AF/I
	Understanding of equality, diversity and inclusion
	
	Experience of recording and monitoring statistical information

	AF/I
	Knowledge and commitment to safeguarding and applying safeguarding procedures
	
	Understanding of the care sector e.g. disability, care, older people, young people

	AF/I
	Knowledge and commitment to Data Protection and GDPR regulations
	
	Understanding of local/national strategies and legislation in relation to public sector, NHS, accessibility etc. 

	AF/I
	Understanding of social value
	
	Of Fundraising Regulator guidanance/requirements

	AF/I
	Understanding of the third sector
	
	


	Skills

	Essential
	Desirable

	AF/I/T
	High attention to detail with excellent editing and proofing ability 
	
	Social media and marketing content development

	AF/I/T
	High quality writing and excellent literacy skills.
	
	

	AF/I
	Good grasp of technology and IT, with particular regard to online tender portals.
	
	

	AF/I/T
	Ability to design project delivery models and proposals
	
	

	AF/I/T
	Financial planning and budget development skills
	
	

	AF
	Ability to take ownership and be accountable for achieving all deliverables.
	
	

	I
	Presentation skills with ability to present to audiences of varied levels and professionals
	
	

	AF/I
	Excellent time management skills and the ability to manage multiple deadlines at once.
	
	

	I
	Ability to identify, develop and maintain partnerships and working relations with a range of stakeholders to support business development/fundraising.
	
	


	Experience

	Essential
	Desirable

	AF/I
	At least 3 years’ experience of business development/income generation including grant funding and tenders 
	
	Of wider elements of fundraising such as legacies, individual giving and online fundraising campaigns

	AF/I
	A track record of securing income including six figure grants and contracts
	
	

	AF/I/T
	Of designing projects in line with client needs
	
	Fundraising strategy development

	AF/I/T
	Of developing project delivery models and budgets
	
	

	AF
	Of working with a range of stakeholders including clients
	
	

	AF
	Of networking and partnership development, working with statutory and voluntary organisations 
	
	

	AF
	Of managing development and submission of applications/tenders across partnerships
	
	

	AF
	Of managing cross organisation projects
	
	

	AF
	Of compiling reports for funders including financial reporting
	
	


	Personal Qualities

	Essential
	Desirable

	
	

	I
	Able to identify with and demonstrate BID’s core values in all areas of work
	
	

	I
	Excellent interpersonal skills 
	
	

	I
	Resilient and solution focused.
	
	

	I
	Self-motivated, driven individual with strong desire to succeed.
	
	

	I
	Ability to manage own workload with short and long-term planning and short notice, high priority activities where required.
	
	

	I
	Ability to prioritise own workload, working to deadlines and managing competing priorities.
	
	

	I
	To be adaptable and flexible. 
	
	

	AF
	Ability to work alone and as part of a team.
	
	

	I
	Able to network and build strong relationships.
	
	

	AF/T
	Ability to work under pressure to meet tight deliverable dates.
	
	

	I
	Excellent communications skills and the ability to communicate with and present to audiences of varied levels and professionals
	
	


	Qualifications

	Essential
	Desirable

	AF
	English language qualification 
	AF
	Fundraising qualification

	
	
	AF
	British Sign Language qualification


	Circumstances

	Essential
	Desirable

	
	DBS will be required
	
	

	I
	Willingness to attend training
	
	

	I
	Able to work flexible hours, including evenings and weekends, as dictated by the needs of the job
	
	

	I
	Able to travel freely within the UK and maintain flexibility of working location. Business Insurance will be required for cars. 
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