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	JOB DESCRIPTION




	Job Title:   Fundraising Officer
                 
	

	Job Location: London
	

	Line Manager: 

Membership Manager
	


	JOB PURPOSE:  Briefly describe the overall purpose or function of the job



	To support the Membership Manager and the CEO in managing patron and other key stakeholder relationships.  To secure funding for IAPB global projects and events from IAPB members and other potential funders. To ensure reporting requirements are met for new and existing grants and sponsorship agreements. 


	MAIN ACCOUNTABILITIES:



	1
	Support the Membership Manager and the CEO as required in maintaining and building the relationship with our four patron Members and other key stakeholders.

	2
	Liaise closely with the Fundraising and Partnership Development Manager (who focuses on fundraising for IAPB’s regional and core programme activity) to ensure coordination of IAPB’s fundraising approaches.

	3
	Work with IAPB’s project managers to identify IAPB members and other potential supporters that may fund IAPB’s global projects and events through grants, sponsorship and other mechanisms.  

	4
	Develop proposals and liase with potential funders. 

	5
	Ensure IAPB meets all of its contractual obligations including regular communications and reports for existing and new grants and sponsorship.     

	6
	Ensure that Sugar, the IAPB database, is maximised and kept up to date. All meetings, key communication and contracts should be maintained though this system

	7
	Provide financial and budgetary updates to the Head of Finance as required, advising them about any potential new income or concerns about income as soon as possible. 

	8
	Liaise with external agencies and suppliers as necessary to help deliver key IAPB global projects and events invested in by Members, Patrons and Sponsors. Support the Membership Manager as required in the facilitation of the IAPB Council meeting in Kathmandu, a significant funding opportunity.

	9
	Be an ambassador for IAPB with all our external stakeholders and promote the value of partnership and collaboration in every aspect of the role


	JOBHOLDER ENTRY REQUIREMENTS:  In a series of brief statements identify the essential knowledge, skills and behaviours required.


	Knowledge (Education & Related Experience):

Experience account and relationship management

Experience developing income streams for international development work
Knowledge of corporate social responsibility programmes and sponsorship motivations 
Familiarity and experience of working with Trusts & Foundations 
Good track record of making successful fundraising applications and managing the reporting requirements. 
Relevant degree 
Experience of working in a membership organisation – desirable 


	Skills (Special Training or Competence):

Good relationship building skills at all levels

Excellent verbal and written communication skills including strong presentation skills.

Highly proficient in English language. 
Good financial budgeting and project management skills.

Numerate and ICT literate



	Key Behaviours:

Excellent interpersonal skills.
Persuasive.

Good communicator 

Sensitivity to working in different cultural settings and to the divergent interests of IAPB members.  

Outcome orientated

Strong team player 



	OTHER COMMENTS



	60% full-time equivalent

Fixed term contract to October 2017  


	Date as of: January 2017
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