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JOB DESCRIPTION

JOB TITLE: Fundraising and Marketing Manager
SALARY: £20,567
LOCATION: Wild Futures HQ - The Monkey Sanctuary (near Looe, Cornwall) 
RESPONSIBLE TO: Director of Wild Futures
RESPONSIBLE FOR:

Staff:  2 Members of paid staff
1-2 Interns 

Budget: Responsible for achieving a proportion of and supporting all fundraising income streams – approximately £500k pa.

JOB SUMMARY:
The post holder will be responsible for fundraising and communications for the overall charity brand, Wild Futures.  The charity is looking to reduce its dependence on visitor income for covering core costs. Fundraising initiatives include: the Adopt a Monkey Scheme, securing donations via direct marketing, grants and trusts, legacies and occasional events. The post holder will also be responsible for coordinating marketing Wild Futures’ flagship project, The Monkey Sanctuary as a visitor attraction to maximise income from all visitors throughout the open season.  
The role requires a team player who understands and works with the Wild Futures objects, aims and ethos, with excellent attention to detail, ensuring that all supporters feel valued.
STRUCTURE:
Income Generation Department





SKILLS AND QUALIFICATIONS:
	Essential

· Degree qualified 

· Management training

· Strong people skills

· Excellent communication skills
· Experience in dealing with the press & media

· Good knowledge of digital fundraising &     

marketing techniques
· A persuasive writer
· Excellent researcher
· Experience in compiling applications and 
reports
· To be IT literate, with good knowledge of: 
Microsoft Office, such as word, excel, PowerPoint; any graphics packages, Wordpress, social media and email marketing platforms

· Self motivated
· Ability to prioritise and work under pressure
· Excellent planning and organisational skills
· Able to meet multiple deadlines 
· Full driving licence and access to own 
vehicle
	Desirable

· Working for a charity (paid or unpaid)
· Experience of working in a target led 
environment

· Knowledge/ use of fundraising databases 
(Advantage Fundraiser or equivalent) 

· Institute of Fundraising Certificate in 
Fundraising and / or diploma with chartered Institute of Marketing



JOB DETAILS
MAIN RESPONSIBLITIES
RELATIONSHIPS AND COMMUNICATION

1. Staff

· Line manage the income generation team, providing appropriate supervision 
and guidance:
One (1) Fundraising and PR Officer
One (1) Supporter Relations Administrator
One (1) PR and Marketing Intern
· Carry out appraisals with team to ensure personal and team objectives and targets are met.
· Identify training needs and also identify the means of meeting those needs to ensure effective team development.
· Work with other Wild Futures departments to facilitate communication and support.
· Responsible for giving constructive feedback, warnings and disciplinary action, if required.
· Ensure that paid and volunteer fundraisers are appropriately trained, ensuring they are aware of any relevant laws and are appropriately resourced to maximise income where possible.
· Coordinate activities to ensure effective time management and evenly distributed workloads.
2.  External bodies 

· Effectively sell Wild Futures fundraising initiatives to organisations and members of community, in order to maximise funding and support.

· Negotiate with suppliers to obtain cost effective supplies for marketing and events materials.
· Perform thank you speeches and talks at external community events.
· Present fundraising and communications campaigns to corporate and community members face to face, and sometimes via radio / TV.
· Attend relevant internal / external meetings as requested by the Director Wild Futures or Trustees.
· Attend fundraising functions for Wild Futures. 

· Active member of the Leave a Gift to Cornwall initiative (attend and contribute at meetings).
· Build and maintain effective relationships with Trustees of outside Trust and foundations to ensure future funding.
COMMUNICATIONS AND PR
To coordinate the following with the team and especially the Fundraising and PR Officer and Supporter Relations Administrator:
· Work with the Wild Futures Management team to agree opening hours for following year in prior October.
· Work with designer to produce Monkey Sanctuary leaflet and adhere to print deadlines in accordance with leaflet distribution companies. 
· Market The Monkey Sanctuary on as many digital platforms as possible – including all partners listed on the marketing plan and more.
· Compile press releases relating to The Monkey Sanctuary – onsite events, new monkey rescues, campaign updates etc.
· Use the database to send out press releases on a regular basis for both Monkey Sanctuary and Wild Futures (updating web news pages and social media with news link).
· Maintain social media presence on all platforms, working with other team members to maximise reach and engagement
· Utilise social media and Adwords to promote The Monkey Sanctuary as visitor attraction

· Produce editorial for features on Wild Futures (including campaigns, overseas support) and The Monkey Sanctuary

· Produce a Wild Futures newsletter twice a year (spring and winter editions)

· Produce a monthly e-newsletter around the first Friday of each month using Mail Chimp

· Ensure the website is up to date and accurate at all times using Word Press content management system

· Work with web developers as and when required

· Develop social media applications and tools
TRUSTS AND FOUNDATIONS
· Compile effective applications using the required methods either through letter writing or specific application forms
· Supply additional requested and relevant information including charity accounts and project costs, timeframes etc.
· Ensure application deadlines are met in all cases 

· Work with other Wild Futures departments to ensure that applications are correct, for necessary items, costed accurately and meet Wild Futures’ funding needs
· Provide any feedback reports to trusts and foundations as requested, maintaining a good relationship with funders at all times

CORPORATES
· Attend networking events as appropriate

· Build relationships with existing and new corporate supporters

· Market the corporate adoption scheme 
· Organise corporate volunteering days at the Sanctuary site in conjunction with Education Officer

· Work with the finance administration assistant to ensure corporate adoptions are invoiced in a timely manner

EVENTS AND COMMUNITY FUNDRAISING
· To organise fundraising events (non Monkey Sanctuary) that are well planned, risk assessed, budgeted for, marketed effectively (on and offline), with adequate volunteer resource.

· To organise any parliamentary/ campaigns related events, working with the Director and Campaigns Manager

LEGACY FUNDRAISING
· Be an active member on the Leave a Gift to Cornwall collaboration

· Log and communicate any legacy notifications and updates to the Director
· Ensure adequate mention and advertisement of gifts in Wills to Wild Futures in all communications (newsletter, e-news, onsite, online etc).
· Book annual legacy marketing with appropriate publications
ADOPTIONS SCHEME

· Manage the marketing methods required to maximise the Adopt a Monkey scheme on and offline
· Utilise social media marketing and Adwords to promote the Adopt a Monkey scheme
· Work with the Supporter Relations Administrator to ensure that Adoption administration is coordinated effectively and in a timely manner
· Coordinate the design and print of monkey signage onsite at the Sanctuary as and when required
· Organise an annual “supporters day” inviting all Adopters and supporters to The Monkey Sanctuary maximising income generation opportunities on the day
DATABASE MANAGEMENT, SEGMENTATION AND TARGET MARKETING
· To ensure gift aid claims are made on quarterly basis working with the Finance Administrator
· To ensure data capture at all opportunities and that data protection rules are adhered to

· Analysis mailing response (on and offline) and work with the Supporter Relations Administrator to compile effective mailing lists for both printed and email marketing

Analytical AND REPORTING 

· Work with the Director of Wild Futures and Trustees to analyse strengths and weaknesses in fundraising activity and create solutions to maximise on those strengths

· Work closely with the finance administrator and accountants to ensure all monies are correctly accounted and costed against correct income and expenditure codes

· Responsible for verification and sign off of income generation expenditure related invoices
· Responsible for verification and sign off of income generation team travel expenses 
· Ensure that the income generation team are appropriately trained on using the databases to ensure the data is kept clean

· Monitor digital metrics (Google Analytics, Facebook insights, Mail Chimp metrics) to ensure traffic and engagement levels are maintained

OTHER
· Work in a way, which is in accordance with the values and ethics of the Wild Futures

· Complete relevant training as required
· Ensure that you understand and adhere to all relevant Wild Futures policies and procedures

· Ensure all fundraising activity follows the institute of fundraising codes of conduct and relevant legislation (i.e. HMRC, Data Protection etc.)
· Unsociable working hours sometimes required for talks and events 

· Ability to concentrate in a highly disruptive environment, with many unexpected visitors to the Sanctuary (Wild Futures HQ) office and numerous telephone enquiries on a day to day basis

· Any other relevant work related tasks as directed by line manager
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