
Job Description        
                                                  
	Post title
	Fundraising and Development Officer

	Job Evaluation
	E00028

	Grade
	Grade 9

	Service
	Regeneration, Economy & Growth

	Service area
	Culture, Sport & Tourism

	Reporting to
	The Light Artistic Director & Manager

	Location
	Your normal place of work will be The Light (Durham), but you may be required to work at any Council workplace within County Durham.

	Disclosure and Barring Service (DBS)
	This post is not subject to a disclosure.

	Flexitime
	This post is eligible for flexitime.

	Politically restricted
	This post is not designated as a politically restricted post in accordance with Section 1(5) of the Local Government and Housing Act 1989 and regulations made from time to time by the Secretary of State.



Description of role

Working closely with the Artistic Director and Manager of the Light, the Fundraising and Development Officer will take a leading role in designing, developing and implementing a fundraising strategy for The Light to grow our fundraised and charitable income across government and Arm’s Length Body funders, Trusts & Foundations, Individual Giving, and Corporate Sponsorship. 

The role will identify partnerships and opportunities to build strong relationships and networks and will manage specific fundraising projects in line with the organisation’s mission, values, and corporate objectives, ensuring The Light is able to raise essential funds to support its groundbreaking artistic programme and public engagement. This will include all associated activity from planning, budget forecasting, delivery and monitoring and evaluation for projects across the supporter lifecycle including acquisition / retention / stewardship, and across a wide range of products and audiences including cash, regular giving, in-memory and in-celebration giving, legacies, challenge events, community fundraising, media relations and / or PR focussed stunts and initiatives.   

Duties and Responsibilities

· Take a leading role in the development and implementation of a fundraising strategy for The Light coordinating all aspects of planning, delivery, and evaluation to grow charitable income in line with strategic objectives and fundraising targets.
· Maintain sector intelligence and identify existing and emerging sources of funding.
· Lead and coordinate bids to funding bodies and partners in collaboration with service colleagues nurturing both internal and external relationships to ensure the best outcomes in support of the venue’s aspirations and programme development.
· Lead on prospect research and management, identifying prospects, both within the corporate marketplace, and with trusts and foundations, building networks to cultivate opportunities.
· Proactively develop and manage individual giving schemes and major donor fundraising working closely with the Artistic Director and wider venue team to maximise opportunities for commercial giving aligned to the programme.
· Proactively communicate and engage with funders, donors and prospects to nurture and build effective working relationships and grow the donor base and average gift size through communications, events, and stewardship.
· Working with wider service colleagues, deliver an integrated approach to in-person and digital donations and giving at each customer touch-point.
· Identify/manage fundraising campaigns and our case for support, creating impactful storytelling for supporter engagement
· Maintain effective working relationships with the wider culture service and corporate funding functions.
· Maintain an integral relationship with the County Durham Culture Trust
· Be accountable for some budgets and income targets, delivering against agreed financial requirements to maximise fundraising income and promote tax-effective giving whilst maintaining public value.  
· Supervision of volunteers as appropriate 
· Produce appropriate reports and analyses, attendance at meetings and maintenance of accurate records of service uptake and other relevant data used to monitor and benchmark cultural engagement activities using appropriate frameworks. 
· Assist in maintaining a healthy, safe and secure environment in accordance with Health and Safety policies, including ensuring risk assessments are carried out for all engagement activities. 
· Maintain and promote a culture of excellence in customer service, provide a friendly, welcoming and professional service and contribute towards a positive team spirit  
· Promote and implement the Authority’s equal opportunities policies in all aspects of employment and service delivery. 



Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications
	· NVQ Level 3 or equivalent experience in a relevant discipline
	· Fundraising qualification

	
Experience

	· Experience fundraising within a cultural/ creative environment across a broad portfolio within the charity sector, including trusts and foundations, community and corporate clients and individual giving 
· Proven track record of raising at least £100,000 annually 
· A proven record of successful bid writing and grant applications to secure external funding to support creative programmes
· Experience of prospect research and management 
· Experience of donor stewardship  
· Relevant experience in the delivery of projects in the funding sector 

	· Experience of working with the public sector 
· Experience of project management (including the delivery of targets within a limited timescale) 
· Experience of arranging legal and contract documentation


	
Skills and Knowledge 

	· Thorough knowledge and understanding of the arts and culture fundraising landscape, relevant national agendas, strategies, research, initiatives and current trends in the field of fundraising 
· Ability to think creatively and use problem solving skills 
· Excellent organisational and project management skills 
· Excellent negotiation and advocacy skills including the ability to motivate and influence others to adopt a course of action 
· Excellent communication skills including written and verbal presentation to wide ranging audiences  
· Ability to develop and maintain effective partnerships
· Able to organise workload, prioritise competing demands and work to tight deadlines 
	· Understanding of culture, sport and tourism policy environment in a local government context

	
Personal Qualities

	· Creative and innovative thinker 
· Collaborative and inclusive approach 
· Enthusiastic, confident and self-motivated 
· Ability to travel to sites across County Durham  
· Possess tact, diplomacy and be sensitive to the needs of others 
· Ability to travel to sites in the UK and abroad in order to fulfil the requirements of the post
· Ability to work a flexible working pattern including working some evenings, weekends and over-night stays away from home 
· Have a flexible approach to operating in a dynamic organisation
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