

 
 Job Description


Job Title:			Fundraising Officer

Salary:			£35,577.88 pro-rata per annum for FTE plus 7% pension contribution

Duration	9 months (potential to be extended)
 
Organisation:			Voluntary Action Coventry

Accountable to:	Chief Executive Officer

Location:		Harp Place, 2 Sandy Lane, Radford, Coventry CV1 4DX

Hours of work:	18 hours per week

Location 				Harp Place, 2 Sandy Lane, Radford, Coventry CV1 4DX or Hybrid
						
Chief Duties: 	To work with the Chief Executive Officer to secure funding to achieve the mission and sustain the organisation.

Specific Duties
 
1. Work with the CEO to establish fundraising priorities and set fundraising goals in line with the wider organisational strategy.
2. To research, identify, and develop new funding/income generation opportunities.
3. To develop a portfolio of Trusts and Foundation supporters.
4. Prepare high‑quality applications and create inspiring fundraising proposals.
5. Provide regular reports to the CEO tracking progress through accurate reporting and presentations detailing fundraising progress and performance.
6. Gather evidence and insight from colleagues to support applications/appeals.
7. Work with others to embed regular monitoring and evaluation as required by funders.  Ensure all funders requests for reports or information are met by any deadlines set.
8. Keep accurate records of all activities undertaken.
9. Contribute to the achievement of VAC’s objectives as set out in the business plan.
10. Lead on the organisation of a calendar of fundraising events and activity and ensure applications are made in a timely manner.
11. To work closely with the Communications Officer to coordinate promotion of all fundraising events and activities.
12. Build mutually beneficial partnerships with corporate organisations that deliver income, awareness, and engagement opportunities. 



General Duties
1.		Attend staff meetings and other internal meetings as required, and in general contribute to and otherwise support VAC events, activities and publications.

3.	Undertake other necessary, reasonable duties and appropriate tasks as requested by the Chief Executive.

4.		To carry out the duties of the post at all times in accordance with VAC's HASAW, Equal Opportunities and all other VAC policies and procedures.







Fundraising Officer Person Specification

Voluntary Action Coventry are seeking a candidate that can demonstrate the following:

	Experience


	· Proven track record in fundraising roles within the charity/not-for-profit sector 
· Experience of successful income generation through various streams
· Experience of securing grant funding from Trusts and Foundations


	Skills




	· Excellent written and verbal communication skills
· Ability to undertake routine administration using MS Office
· Researching and assessing potential opportunities
· Ability to achieve fundraising targets
· Able to create compelling storytelling and impactful narrative


	Knowledge and understanding

	· Knowledge of fundraising standards and best practice
· Awareness of where to find grant funding opportunities
· Knowledge of VCSE infrastructure role and/or VCSE Sector


	Personal attributes



	· Confident in managing deadlines
· Proactive/can do approach
· Steadiness under pressure
· Effective relationship builder
· Team player 






2

image1.jpeg
Voluntary Action Coventry




