Fundraising & Membership Development Officer

Salary: £25,662 - £27,477
Hours: 35 Hours per week

Main aims / Outline of the role:

The implementation and management of specific fundraising activities

The development of fundraising strategies, particularly for online fundraising
Contributing to the development and implementation of the Green Party’s membership & supporter strategies

Line manager: Head of Office

Other reporting lines:

Additional strategic direction, supervision of the fundraising and membership development work programme and advice is provided by the convenor of the national Executive's Development Committee.

Responsible for / Line Management duties:

Fundraising volunteers and Interns

Responsibility for Assets, Materials, etc.

· Shared responsibility for maintaining the physical security of the office and the security of its IT systems.
Range of Duties

Fundraising

· To be responsible for the production and distribution of appeals within agreed deadlines, managing external agencies and suppliers as necessary.  Ensure a suitable response to donors.
· To develop the party’s online fundraising programme
· To promote affinity fundraising schemes 

· To promote and administer legacy bequests

· To capitalise on any other fundraising opportunities 

· To organise and administer fundraising events

· To liaise with the Party’s major donor fundraising consultant to ensure the appropriate relationships are maintained with major donors and potential major donors.

Strategic responsibilities

· To maintain and develop, under the direction of the Development Committee, an overall fundraising strategy that links effectively with the Party’s electoral goals

· To continually assess the success level of all fundraising activities and provide regular reports to the Head of Office and the Development Committee

· To develop the fundraising potential of existing fundraising schemes

· To research and develop new fundraising schemes

· Prepare and manage fundraising and membership development budgets in conjunction with the convenor of the Development Committee

Membership & Supporter Development

· Develop and maintain membership recruitment schemes

· Develop communications with the Party’s supporters, particularly using online channels

· Contribute to the development and implementation of the Party’s profile raising strategies

In conjunction with the Membership Administration Officer 

· Manage the membership renewal process

· Regularly review the content of new members’ packs and other standard letters and mailings

General points applicable to all Green Party jobs

1. The Green Party strives to be an Equal Opportunities employer and requires its employees to carry out their work in accordance with its polices on equality of opportunity in relation to employees and volunteers, in promotion of the party’s policies and access to the Party’s services.

2. Green Party staff are required to abide by any policies in place to ensure, for example, health and safety at work, data protection, etc. 

3. The Green Party has a democratic structure with annual elections. Employees need to be aware that the organisational priorities which determine their work priorities are decisions of the Executive and may be subject to change as an Executive changes.

4. Green Party staff may be required to attend Green Party Executive and other meetings and conferences, so long as at least two weeks' notice is given and this does not conflict with leave already agreed. These meetings may take place out of office hours, in which case time off in lieu will be awarded.

5. Green Party staff are assigned goals, work plans, guidelines and priorities by their line managers as part of the annual planning and appraisal system, but are expected to show initiative within this framework in managing their workload to meet the overall goals of the party.

6. Green Party staff are required to keep a timesheet along with records and details of work carried out as requested by their line manager and may, from time to time, be required to provide written or oral reports to the Executive.

7. Green Party staff should be open to developmental needs which may arise and work with their line manager to address these needs through training or other routes.

8. Green Party staff are expected to identify and make recommendations to the Head of Office on improving the systems within the office.

9. Green Party staff are expected to participate fully in the Party’s teamwork ethos, attend staff meetings, share team duties and responsibilities and develop their work in co-operation with other colleagues. 

10. Green Party staff are expected to promote and develop the role of volunteer staff within their area of responsibility in liaison with the Head of Office and in accordance with the current policy on the management of volunteers
11. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used, in which case all the usual associated routines and duties are naturally included in the job description. Green Party staff are expected to undertake any other reasonable tasks as requested by the Executive via the Head of Office or relevant GPEx Co-ordinator.

12. This job description may be periodically reviewed in consultation with the post holder.

