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JOB DESCRIPTION & PERSON SPECIFICATION

	JOB DESCRIPTION



	Job Title
	Senior Trusts Executive

	Department
	Engagement and Partnerships – Philanthropy and Trusts

	Location
	QEF, Leatherhead Court

	Reports to
	Philanthropy Manager and in their absence the Assistant Director of Events, Community, Partnerships and Trusts


	ROLE CONTEXT


The QEF Engagement and Partnerships team is based at Leatherhead Court. The Engagement and Partnerships team raise money to support all QEF services and the of the charity, through a combination of individual giving campaigns, events, direct mailing, trust applications, community and corporate support and major gifts.  
	JOB PURPOSE


To lead on fundraising from charitable trusts and foundations through applications for both unrestricted and restricted funding for projects across QEF’s services. To make a significant financial contribution to QEF as part of the Philanthropy and Trusts team. 

The role will focus on maintaining beneficial relationships with trusts and foundations through effective database and donor pipeline management, continuing to develop a supporter stewardship program, and building and maintaining relationships with key stakeholders, always putting supporters at the heart of our fundraising. 
The role will play a significant role in reviving relationships with lapsed funders, identifying new funders and matching donors with new opportunities as they arise. This will require the postholder to develop and maintain the Fundraising Case for Support for programmes across all areas of QEF.
As part of the Philanthropy and Trusts team to maintain current funding from trusts in the region of £450k per year, with a focus on delivering bespoke, creative and inspiring propositions and packages of support to grow income to circa £600k+. As well as building and maintaining excellent relationships and delivering outstanding stewardship.

	ROLE RESPONSIBILITIES


· Secure income from UK trusts and foundations and other donor organisations, meeting agreed fundraising targets.

· Submitting bids to larger trusts according to their giving timetable, meeting their objectives and in a timely manner.

· Managing the quarterly Small Trust Appeals.

· Managing effective and appropriate gift reporting in line with the trust or foundations terms and conditions.

· Effectively managing and maintaining the trusts and foundations pipeline and ensuring records on the database are up to date.

· Maintain and build strong relationships with donors and prospects, delivering outstanding stewardship.

· Provide monthly reports on performance against budget and KPIs.

· Providing regular impact reports.

· Research and identify new sources of funding, working with the E&P team to progress a strategy for growth. 

· Develop compelling propositions and opportunities for support aligned to their areas of interest.
· Hold face to face meetings with donors and build a person-centred approach to fundraising.

· Attend cultivation and stewardship events.
· Engage with key stakeholders across QEF to build relationships, develop packages/proposals for support and sourcing content for stewardship updates.
· Maintain and update our CRM database, Raiser’s Edge, and donor pipeline ensuring accuracy and relevancy.
· Management of volunteer(s) who are part of the Philanthropy and Trusts Team

· Keep abreast of new developments in trusts and grant making through networking and attendance at relevant conferences.

· Undertake other tasks and duties as may be reasonable which will contribute to the overall success of the Engagement and Partnerships team. The post holder has access to highly confidential, personal and financial information and must be able to respect confidentiality.
· Act as a passionate ambassador for QEF representing the Engagement and Partnerships team positively to internal and external stakeholders.

· Support and engage with the Trusts Team taking part in regular meetings, setting of objectives and reporting on targets and KPIs as a team. 
	BEING PART OF QEF MEANS


· Actively participating in learning, development and feedback opportunities and cycles as required by QEF’s policies and procedures.

· Acting in accordance with relevant legislative and regulatory requirements as may apply from time to time.

· Supporting and encouraging the involvement of volunteers.

· Promoting QEF’s Equal Opportunities policy and avoiding any behaviour that either directly or indirectly discriminates against others on the grounds of any protected characteristic.

· Taking Health and Safety duties seriously to ensure your safety and that of your colleagues and our residents and clients.

· Being an active team player and attending team meetings and briefings to which you are invited.

· QEF is committed to safeguarding and promoting the welfare of children and adults at risk and expects all staff and volunteers to share this commitment. All staff and volunteers must be responsible and accountable for their safeguarding practice and proactive in identifying and reporting safeguarding concerns.

· Being an ambassador of QEF’s Values and Behaviours in your approach to your role and to our staff, clients, and residents.
	VALUES AND BEHAVIOURS
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	OTHER DUTIES



· You are expected to perform various tasks as necessitated by your changing role within QEF and the charity’s overall business objectives as reasonably requested by your designated manager or the CEO.

· You must read and ensure you understand the current versions of QEF’s policies and procedures and undertake to act in accordance with them at all times. 
· You may be required to work at other locations in accordance with the responsibilities and duties of your role.
· The above is not an exhaustive list of duties and may be subject to change.
	PERSON SPECIFICATION



	Job title
	Senior Trusts Executive

	Department
	Engagement and Partnerships

	

	QUALIFICATIONS AND TRAINING
	ESSENTIAL
	DESIREABLE

	Degree level qualification or equivalent work experience
	
	Y

	
	
	

	KNOWLEDGE AND SKILLS
	
	

	Excellent written and verbal communication skills, with the ability to communicate with a wide range of people at all levels
	Y
	

	Ability to plan systematically and manage resources in an organised way, prioritising workload and meeting deadlines
	Y
	

	Skills in recording financial information and understanding accounts
	Y
	

	Persuasive confident negotiator, networker and communicator, both orally and written
	Y
	

	Familiarity with CRM databases, ideally Raiser’s Edge
	
	Y

	Proficient in standard office software, e.g. MS Office, Outlook, IE
	Y
	

	Ability to think creatively to solve problems and develop funding opportunities and secure trust income.
	Y
	

	Excellent command of the English language
	Y
	

	Confident in holding meetings with donors 
	Y
	

	
	
	

	EXPERIENCE
	
	

	Experience of managing and developing supporter relationships, including communicating with and influencing donors on the phone, face to face and in writing
	Y
	

	Experience of producing a range of communications for trusts and foundations, high value donors or equivalent
	Y
	

	Experience of research mechanisms for identifying prospective funders
	Y
	

	Line management
	
	Y

	Events management
	
	Y

	
	
	

	PERSONAL ATTRIBUTES
	
	

	Ability to demonstrate empathy, sensitivity and tact to a diversity of people
	Y
	

	Enthusiastic, proactive and self-motivated with the ability to project a business-like attitude
	Y
	

	Team player, open and willing to deliver beyond a personal brief
	Y
	

	Quick learner with a positive response to pressure and challenge
	Y
	

	Commitment to own continuing professional development
	Y
	

	Enjoys working with a variety of people and feels confident in meeting with key donors 
	Y
	

	Demonstrable ability to be an ambassador of QEF’s Values & Behaviours
	Y
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