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Job Description
	Job Title:
	Philanthropy Executive

	Service:
	Fundraising

	Reporting to:
	Head of Philanthropy

	Supervisory responsibilities:
	None

	Salary Range:
	£24-£26k p.a.

	Work Pattern:
	35 hours per week with occasional evenings

	Contract Type:
	Permanent


Coram is the UK’s longest-serving children’s charity, having been established in 1739, as the Foundling Hospital by Captain Thomas Coram.  We aim to help give children the best possible start in life and have been finding new ways to help them for over 275 years.  Today, we are a group of charities and charitable companies and have a strong reputation within the children’s care sector.  Coram is a leader in adoption and fostering, children’s health education, therapy, child and family law, and advocacy for those in and leaving care.  We also have an in-house academic team and we promote best practice to government, local authorities, other children’s organisations and professionals.

Coram’s Fundraising Team raises funds for the charity -  the Philanthropy Team draws its income from trusts, foundations and major donors.  We are seeking an enthusiastic and highly organised candidate.  In this new and dynamic post, you will provide essential administrative support, which will enable the rest of the team to perform more efficiently.  You will also be keen to grasp the challenge of several development opportunities by actively fundraising, across the trusts and foundations and major donor functions.
The position would suit someone with excellent organisational skills and professional workplace experience who is looking to make the next move into the world of fundraising.

	Purpose of the Role


To support the Philanthropy Team in the delivery of income from trusts, foundations and major donors by providing high quality research, administrative support and undertaking mailings and other fundraising activities from an existing pool of lower-level prospects and donors.
	Main Duties & Responsibilities


· Achieve an agreed personal income target through small trust mailings and by managing a portfolio of small charitable trusts and foundations
· Ensure that funders within your portfolio are appropriately stewarded, by fulfilling any reporting requirements and finding new opportunities to engage them further
· Co-ordinate stewardship functions for the Philanthropy Team, actively working with colleagues to identify stewardship needs, and matching those to appropriate stewardship opportunities, to improve our donors’ journeys
· Administrative duties including for trusts and foundations (prospect research, stewardship planning); major donors (drafting updates, managing prospect pools and giving mechanisms, supporting the Development Board); and more broadly (visit/meeting prep., note taking, briefing/debriefing stakeholders, researching and drafting documents)
· Contribute as an active member of the team, to the development of the Philanthropy strategy and wider Fundraising strategy, increasing our capacity to raise funds whilst giving our donors the best experience of supporting Coram

· Undertake any other duties, within competence, as required by the line manager, including attending occasional, planned, out-of-hours events
	Knowledge and experience


· Experience of working in a busy professional environment, and of organising projects, preferably with personal exposure to fundraising
· Knowledge of the charity fundraising landscape, types of fundraising activities and the challenges of each, experience of children’s and young people’s sector is desirable.
· Experience of dealing with professionals up to senior level
	Qualifications, skills and personal attributes


E = essential




A = assessed in application
D = desirable




I = assessed in interview

· Commitment to Coram’s values: we are Professional, Committed, Credible, Dynamic and Respectful (E/I).  Drive to succeed (E/I).  A passion for the development of children/young people (E/AI)
· Educated to degree level (E/A) 
· Exceptional organisational skills, with an ability to prioritise complicated tasks and proactively plan work time (E/AI), using Microsoft Outlook calendar (D/A)

· A confident, and friendly manner, and the ability to meet strict deadlines and remain calm under pressure when managing competing demands (E/AI)
· Excellent written communication skills, able to write clearly, creatively, passionately, persuasively about a cause (E/AI)
· Able and willing to develop relationships with key internal stakeholders (E/AI); persistent and tenacious in pursuit of work goals (E/AI)
· An understanding of the importance of stewardship (looking after our donors), and the skills to identify opportunities to strengthen relationships with Coram’s supporters (E/AI)

· The flexibility to manage a challenging portfolio of projects, and prioritise in a fast-paced environment and actively contribute to out-of-hours events as required (E/AI)
· Proficient use of Microsoft Office (E/A), and database systems (e.g. Raiser’s Edge) (D/A) with accurate note-taking, typing, spelling and punctuation (E/A)
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