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JOB DESCRIPTION
Job Title: 

Senior Development Manager 
Hours: 

37.5 hours per week

Location: 

34 Wilkinson Street, Sheffield S10 2GB

Accountable to: 
The Board of Trustees

Reporting to: 
Director of Fundraising

Job Summary: To develop and maintain individual philanthropic relationships at all levels of seniority, with a view to secure five figure and six figure major gifts. The role will manage a set portfolio of warm relationships gained through over 25 years of successful service delivery, as well as have the freedom to develop and acquire new relationships. The role will include occasional corporate relationships, particularly where more senior input is required. This role is a first of its kind for the charity, so it represents an exciting opportunity to innovate, lead and shape this area for an exceptionally loved and growing charity.    

Key Responsibilities

1. Develop and maintain new and existing individual philanthropic relationships at all levels of seniority, with a view to secure five figure and six figure major gifts.
2. Work closely with the CEO, Director of Fundraising, and research staff to proactively identify and qualify new prospects adding to the pipeline. 
3. Proactively seek to secure meetings with key prospects using direct mail, email and phone, as appropriate.

4. Steward major donors as appropriate to the level of donation, for example, tailored impact reporting. 

5. Work with other areas of the team, such as Trust & Foundations, to aid in the solicitation of major gifts. 
6. Input on the development of an effective major gifts case for support.
7. Manage and organise small bespoke cultivation events, such as a senior dinner or tour of the charity, where appropriate to progressing philanthropic relationships. 
8. Work closely with the Corporate Relationship Manager to establish a coordinated approach to fundraising, as well as establish inflow and outflow of relevant prospects to one another’s portfolios. 
9. Network and build beneficial relationships across the Sheffield City Region that raise the profile of the charity. 
10. Feed into occasional articles/blogs/press that are part of the charity’s communication strategy. 
11. Represent the organisation at key external & internal meetings/conferences/receptions etc. as required.
12. Contribute to overall strategy development strategy to achieve organisational goals.
13. Achieve KPIs and targets as agreed with the Director of Fundraising. 
14. Manage own budget, management reporting and impact measurement. 
15. Maintain relationships with Therapy Team to aid in relationship building and emotional understanding of the charity’s powerful cause.
16. Update the database of all interactions in a GDPR compliant manner.
17. Any other responsibilities commensurate with the grade. 

Key Deliverables

(June 18 – May 2019)
· Established a connection with all key Cavendish relationships
· Solicited leadership/uplift donations where appropriate
· Produced informative regular management reports

· Create in-depth 12 month prospect plans for top prospects

· Create a 3-5 year strategy to raise overall major gift income 
· Have created an effective case for support for major gifts

Key Measures

· Manage a prospect pool of 80-120 prospects

· Conduct on average of 8-12 personal visits per month
· Maintained key existing donor relationships
The post holder may also be required to carry out other duties reasonably expected by Cavendish Cancer Care.
This job description may be amended from time to time to reflect organizational and role developments and needs
CONTRACT TERMS
Contract Status: Permanent, Full time
Working hours: Normal working hours are Mon- Fri 9.00- 5.30, however, evening and weekend working is required as needed.
Salary: £31,000 - £36,000
Pension: Cavendish Cancer Care Group Personal Pension Plan, Royal London

     Employer Contribution 3%, Employee Contribution, variable up to 8%
Annual Leave: 25 days + Bank Holidays
Person Specification 
	Experience
	Essential
	Desirable

	1. Significant experience of either charity/not-for-profit/business development setting
	X
	

	2. Established major donor fundraising experience, particularly of securing five or six figure major gifts from individuals
	
	X

	3. Significant experience of making ‘asks’ or sale pitches
	X
	

	4. Experience of building & managing a effective prospect portfolio, e.g. through identifying new prospects and prioritising existing relationships 
	
	X

	5. Experience of senior relationship building to achieve organisational goals
	X
	

	6. Experience of meeting and exceeding financial targets and/or KPIs
	X
	

	7. Success at securing meetings through building relationships with necessary decisions makers
	X
	

	Knowledge
	Essential
	Desirable

	1. Knowledge of fundraising
	
	X

	2. Knowledge of cancer care
	
	X

	3. Knowledge of Sheffield City Region
	
	X

	Skills
	Essential
	Desirable

	1. Able to communicate complex ideas clearly both in written word and orally through presentations
	X
	

	2. Proficient with Word, Excel and PowerPoint
	X
	

	3. Proficient at relationship management (CRM) databases
	
	X

	Personal Attributes
	Essential
	Desirable

	1. Must enjoy working to and achieving targets
	X
	

	2. Tenacious and innovative attitude to fundraising/pursing priority relationships
	X
	

	3. Able to work independently and as part of the team
	X
	

	4. Exceptionally well organised and able to manage multiple priorities effectively
	X
	

	5. Able to motivate and inspire those around them 
	X
	

	6. A ‘if it’s not recorded it didn’t happen’ attitude to keeping database activity updates
	X
	

	7. Access to transport and willingness to travel regularly throughout the region 
	X
	


