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Position Description

	Role Specification

	Role Title:
	Trust and Grants Fundraiser

	Business Unit:
	External Relations
	Location:
	Central Office


	Reports to: (role title)
	General Manager, External Relations

	Direct reports (role titles)
	Nil

	Total employees (total number of employees reporting through to this role, if applicable
	Nil


	Purpose of the role

	The External Relations team assists PSC, Enliven and Family Works to achieve their strategic objectives through communications, marketing and fundraising strategy and activity. 

The Trusts and Grants Fundraiser’s role is to develop and implement a successful trusts and grants fundraising programme, and provide support to the wider fundraising and marketing programme which aims to increase fundraising income and promote the organisation and its causes. 

PSC’s fundraising strategy includes, but is not limited to, bequests, major giving, community fundraising, grants, sponsorship, appeals/direct mail and regular giving,   membership and special campaigns


	Organisation overview 

	PSC (Presbyterian Support Central) services are provided by two brands. 

Family Works keeps children safe, families strong and communities connected by providing a range of specialist social services.

Enliven positive ageing services creates age-friendly neighbourhoods and communities where older people are valued and respected. 

PSC (Presbyterian Support Central) has been supporting and empowering people and communities across the lower North Island for more than 100 years. We are one of seven autonomous regional Presbyterian Support organisations. Collectively we are one of Aotearoa New Zealand’s  largest not-for-profit health and social service providers.


	Key Accountabilities (Key activities, tasks and outcomes to be achieved)

	Grant fundraising: planning

· Works closely with the GM External Relations  to regularly review and update PSC’s Trust and Grant Fundraising Strategy.

· Manage PSC’s Strategic Grants GEM Portal.

· Continuously develops trust and grant fundraising work plan for PSC.

· Researches relevant trusts and grant-making bodies, preparing and writing applications and taking responsibility for this philanthropic income stream. 

· Researches relevant trusts and grant-making bodies, preparing and writing applications and taking responsibility for this philanthropic income stream. 

· Understands and identifies funding requirements within the organisation.

· Targeted level of income achieved or exceeded annually.

Grant fundraising: relationships and networking

· Develops and maintains strong positive working relationships with key stakeholders both internally and externally.

· Develops, builds and maintains good relationships with philanthropic funders, corporate organisations, service organisations, community/client groups to encourage their support of PSC. 

· Ensures trust and grant funders are provided with a high standard of care and stewardship which supports retention, engagement and growth. 

· Works to build relationships and increase level of trust and engagement with both existing and new trusts and grant funders.

Grant fundraising: implementation and tactical 

· Liaises with the appropriate staff members, stakeholders, and suppliers to ensure that appropriate information is able to be compiled for a suitable grant application. 

· Gathers information from business units and develops appropriate fundraising project plans and pitches. 

· Identifies appropriate grant fund/ers.

· Identifies new trust and grant fundraising opportunities; develop and implement associated fundraising plans 

· Ensures all grant applications, accountability reports and associated fundraising material produced are well written, professional, ethical and on-brand. 

· Opportunities for continual improvement are identified and implemented. 

· Liaises with the other External Relations team members on relevant stories and promotional opportunities that can be used to enhance public awareness of PSC and its fundraising efforts. 

· Contributes to national fundraising initiatives, particularly in relation to trusts and grants, as agreed with the GM External Relations.
Administration

· Ensures accurate record keeping, and updating of donor management system (Fundraiser Pro) in order to maintain the integrity of the database. 

· Ensures that all grant applications are written in an engaging style, and are professional, accurate, appropriate, and written to a high standard.

· Meet all grant funder deadlines as per agreed trust and grant plan.

· Provides administrative support to the GM External Relations as required.

Reporting 

· Ensures all trust and grant fundraising accountability reporting requirements are met in a timely way. 

· Works with appropriate managers and staff to obtain case studies, data, and other relevant information required to fulfil accountability requirements to a high standard

· Fundraising documentation and records are clear, accurate and well managed.

· Reporting is accurate and reliable.

External Relations

· Demonstrates strong communication skills at all times, including oral and written communication and active listening skills. 

· Works closely with the wider External Relations team to ensure fundraising messages are consistent and on-brand. 

· Contributes to the organisations newsletters and publications on a regular basis to promote PSC fundraising activities. 

· Supports the wider External Relation team with communications, marketing and fundraising activities as required by the GM External Relations. 

· Is a proactive and supportive team member. 

· Undertakes other duties and responsibilities assigned by the GM External Relations within an agreed timeframe to an agreed standard.

Industry knowledge

· Maintains professional competencies, Code of Ethics and professionalism to support the positive profile of Family Works, Enliven and PSC in the community.

· Remains conversant with the social, economic and political indicators and trends that may affect the organisation’s ability to raise funds or enhance its profile in the community. 

· Statutory and Code of Ethics requirements are met, pre-agreed objectives realised and annual audit requirements met.

· Fundraising plans are implemented in accordance with all FINZ and PSC policies and procedures, including the Code of Ethics and Practices Standards, and comply with all statutory requirements.

· Any change in the external environment is brought to the attention of the GM External Relations as issues arise and appropriate external factors are considered when making any fundraising plans.
Health, Safety and Wellbeing

· Support organisational health, safety and wellbeing initiatives
· Supports a culture of wellbeing at PSC
· Role model good health and safety practice and behaviours
· Report all hazards, incidents, accidents and near misses
· Supports managers and the organisation in remaining compliant to health and safety legislation


	Key Relationships 

	External Relations team: General Manager (GM) External Relations, Fundraising Manager, Database Administrator, Communications Advisor, Senior MarComms Advisor, Senior MarComms Advisor (Digital), Graphic Designer

Internal: The Family Works team including the GM, Business Development Manager and regional managers, the Enliven team including the GM, Business Development Manager, Business Operations Manager, site and service managers and recreation officers, Property Manager, the CFO and Finance Team and fundraising volunteers. 

External: Trusts, foundations and other philanthropic organisations, individual donors, supporters, local businesses and sponsors and other stakeholders.


	Core competencies 

	Taking responsibility 

· Motivated and action orientated: a self-starter who is highly motivated, willing to and able to ‘hit the ground running’ and continuously strive to achieve or exceed targeted results.

· Organised: demonstrates a highly organised and systematic approach and detailed record keeping that uses time and resources efficiently and effectively. 
· Adjusts work style and approach to fit in with requirements

· Perseveres with tasks and achieves objectives despite obstacles 

· Is reliable - does what one says one will 

· Consistently performs role requirements correctly - following PSC, Family Works and Enliven policy and procedures

· Is flexible in thinking and open to changes affecting role and conditions  

· Experienced at identifying, analysing and solving problems at operational and more strategic levels  

Teamwork 

· Teamwork: a team player with a positive attitude and sense of humour who is aligned to PSC’s values.
· Develops constructive professional working relationships. 

· Has an open positive manner 

· Is visible, accessible and approachable to management and staff – meets people across the business in different locations.

· Works cooperatively - willingly sharing knowledge and expertise with colleagues 

· Shows flexibility - is willing to change work arrangements or take on extra tasks in the short term to help the service or team meet its commitments 

· Supports in word and action, decisions that have been made by the organisation. 

· Understands the impact of own role, and how that directly or indirectly supports the work of wider team and organisation 

Quality and innovation 

· Sets high standards for self
· Constantly looks for innovative ways to achieve greater levels of efficiency, cost-effectiveness and growth.

· Looks for ways to improve work processes - suggests new ideas and approaches 

· Explores and trials ideas and suggestions for improvement made by others 

· Shows commitment to continuous learning and performance development 

Communication 

· Practises active and attentive listening 

· Explains information and gives instructions in clear and simple terms 

· Willingly answers questions and concerns raised by others 

· Responds in a non-defensive way when asked about errors or oversights, or when own position is challenged 

· Is confident and appropriately assertive in dealing with others 

· Deals effectively with conflict 

Business Partnership

· Actively attempts to identify client’s unique business needs, goals, opportunities and risks.

· Actively seeks input from clients and key stakeholders to ascertain needs.

· Aware of what clients are saying - listens to and understands their needs.

· Ensures that client expectations are managed and delivery capability clearly communicated.

· Attends promptly any client concerns and resolves these where at all possible.

Relationship Management

· Relationship building: easily develops and maintains strong, positive working relationships with all stakeholders
· Networking: effectively networks with industry experts, philanthropic and service groups, corporates and other stakeholders.

· Customer focused: is committed to meeting the expectation of stakeholders and providing a quality service. 
· Demonstrates thoughtfulness, courtesy, openness and respect for the organisation’s clients and employees.  

· Fosters an open, collective, mutually beneficial and co-operative culture within the wider organisation. 


	Person Specification

	Key job requirements

	Essential Professional Qualifications / Accreditations / Registrations:

· A current full driver’s licence.

Knowledge and Experience: 

· Minimum 3 years experience and proven success in a fundraising, communications or journalism role.
· Outstanding verbal and written communication skills. 

· Has an understanding of the health and/or social service, not-for-profit sector.

· Demonstrates good computer literacy including knowledge of the Microsoft Office suite, in particular Word, Excel and Outlook and fundraising database software. 

· Knowledge of and interest in accounting and how it relates to fundraising.




	Travel

	Travel throughout the Central Region (Taranaki, Whanganui, Manawatu, Horowhenua and greater Wellington) may be required from time to time. 


	Treaty of Waitangi

	Presbyterian Support Central is committed to working in a multi-cultural way and affirms the place of Maori as Tangata Whenua and seeks to actively promote the spirit of equality and partnership inherent in the Treaty of Waitangi.


The role description will be reviewed regularly in order for it to continue to reflect the changing needs of the organisation.  Any changes will be discussed with the position holder before being made.  Annual objectives and performance measures will be set each year during the annual performance planning and development meeting.
	I have read this job description and accept it.

Signed: 

………………………………………
Date:
………………..

Employee’s Name:
………………………………………
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(Name and position)
	
	Date:
	

	Approved by:

(Name and position)
	
	Date:
	


Draft template_Health Care Assistant JD.doc
Created on 07 February 2014
Initials:__________


