Job Title:  Major Donor Fundraising Officer

Main Purpose of Job

· To support the work of the major donor fundraising programme.  This includes maintaining accurate records, managing fulfilment, event organisation and providing a high level of personal care to existing major donors.  
· To carry out the research programme within the major gifts team in order to identify and create research profiles on prospective funders including existing major donors and Trusts.
· To support the UK Head of Major Gifts on the cultivation and solicitation of major donor prospects.

· To carry out the administration of UK corporate donations.
Scope of Job
· To help develop the major gift programme including report backs, cultivation and solicitation

· Developing and maintaining major donor fundraising resource materials
· Undertake Major donor and Trust prospect research.
Dimensions & Limits of Authority

· Representing WSPA at a range of external and internal levels 

· Responsible for developing research capability of Major Donor team.
· Responsibility for helping to contribute towards Major donor income annual target.
Position in Organisation

· Reports to Head of Major Gifts

 DUTIES & RESPONSIBILITIES

Existing Major Donor Cultivation and Solicitation

45%

· Providing high level of personal response/care to donors including updates/good news/ telephone, face to face and email communication.
· To support the UK Head of Major Gifts with the cultivation and solicitation of major donor prospects.

· To manage a portfolio of ‘project gift prospects’ as agreed with major gifts team. 
· To assist with Major Gift Correspondence as necessary
· To assist with Major Gift events, receptions, dinners as needed
· Recommend suitable prospects for appropriate solicitation and suggest methodology

· Maintaining accurate records on database and donor research files

. 

Major Gift Prospect Research

30%

· To research existing WSPA supporters and individuals in order to identify and create research profiles for potential major gift prospects

· To assist with additional research profiles on all existing major donors

· To provide monthly updates on research findings and ‘potentials’

· To work with Supporter Services and Appeals department in order to identify and capture prospects for major donor development
Developing and Maintaining Major Donor Fundraising Resource Materials

15%

· To work with other departments within WSPA, specifically the Projects Department in order to maintain familiarisation with current and ongoing projects and campaigns

· To research and develop appropriate major gift case for support documents.

   To carry out the administration of Corporate donations                                                        10%       
· To administer any corporate donations received
To administer monthly payroll giving donations                                                                                                                                                                                            

· Skills & Experience 
· Higher education / degree or equivalent – essential

· Excellent verbal, presentation, face to face & written communication skills essential
· Direct experience of research methodology and understanding of it’s role - essential

·  Experience in charity fundraising or relevant corporate environment – essential
· Good administrative and organisational skills – essential
· Experience of organising events – desirable

· Experience of managing one to one donor/client relationships – desirable

· Knowledge of major gift fundraising principles and the solicitation process – desirable 

Personal Qualities

· Able to demonstrate initiative – essential
· Able to work to a high level with minimum supervision - essential
· Highly organised, methodical self motivated with attention to detail – essential 
· Friendly, approachable and sympathetic manner – essential 
· Concise, clear communicator - essential
· Diplomatic and confident at all levels especially in making face-to-face visits & asks - desirable
