
FUNDRAISING OFFICER – Shared Interest Foundation  
 

Reports to:  
Programme Manager 

Responsible for:  
n/a 

Date:  
January 2018 

 

Role and Responsibilities 
Explore the donor landscape, identify appropriate Trusts and Foundations for funding, and lead grants and 
trust fund application processes. They will also assist in the development of a fundraising strategy for the 
Foundation. 

 
 

Core Tasks 
 Creates a sustainable and diverse fundraising portfolio, with funding streams including individuals, 

trusts, foundations and other grant making bodies. 

 Develops and delivers a comprehensive and coherent fundraising strategy for the Foundation 

 Sets and achieves realistic time bound fundraising targets, agreed in consultation with line 
manager. 

 Develops and implements operational plans to maximise fundraising income from individuals, 
through events, campaigns and regular communications in order to meet annual income targets 

 Researches potential funding opportunities and develops accurate, well written and well targeted 
applications to Trusts, Foundations and other donors. 

 Develops and maintains a comprehensive fundraising database that captures all relevant 
information to facilitate trust funds and grant application processes. 

 Updates and maintains Trusts, Foundations and other grant makers’ records on the Foundation’s 
internal system. 

 Develops standardised fundraising and publicity materials for awareness and fundraising in 
conjunction with MET (Membership Engagement Team).  

 Supports advocacy work with key partners, funders, and international organisations. 

 Works with the Foundation’s Programme Manager to develop new projects, defining project 
objectives, scope, milestones, and key deliverables within each project stage and providing 
appropriate reports to funders. 

 

People 
 Communicates regularly with the Foundation’s Programme Manager to ensure good information 

and workflow. 

 Builds relationships with partners, donors, staff and project beneficiaries. 

 Works closely with the Finance Team in monitoring fundraising income and expenditure. 

 Establishes effective and appropriate methods of communication with partners, donors and 
project stakeholders. 

 Works in conjunction with the MET on promotional activities. 

Key business reporting and administration 
 Meets agreed annual fundraising targets.  

 Manages donor database. 

 Fundraises in accordance with management systems, policies and procedures as agreed with 
Foundation’s Programme Manager. 

 Produces appropriate documentation including status reports on fundraising activities and events 

  Manages and reports on the fundraising budget. 

 Provides reports and input as required to Shared Interest communications materials including QR, 
Foundation newsletter and Social Accounts. 



 Contributes and provides updates on fundraising to the Foundation’s Programme Manager as 
required. 

 Supports Foundation KPI reporting. 
 

Miscellaneous  
Carries out any other work necessary to maintain excellent customer service and any other duties 
commensurate with this post, or as reasonably requested by Senior Management. 

 

Skills and Experience 
Essential 
 Minimum of three years’ experience of building relationships with donors, supporters, customers or 

clients.  

 Two years proven record of fundraising from individuals, institutional donors, trusts and 
foundations. 

 Proven track record of securing funding for charitable or NGOs activities from a variety of funding 
streams. 

 Proven record of effective research and development of new projects. 

 Knowledge of fundraising in the not-for-profit sector. 

 Able to create and exploit opportunities that may lead to funds being raised or donated to the 
Foundation. 

 Able to develop relationships and network with major funders. 

 Excellent written skills, including the ability to synthesise complex information and formulate 
persuasive arguments for applications. 

 Excellent negotiating, influencing and communication skills (verbal and written). 

 Excellent organisational, research and administrative skills. 

 Experience of providing detailed concise reports. 

 Experience of effectively managing multiple priorities. 

 Proficient in database use. 

 Ability to meet and monitor deadlines and targets. 

 Self-motivated, proactive and organised.  

 Ability to travel nationally and internationally when required. 
 

Desirable 
 Excellent personal contacts and connections with potential major donors and supporters. 

 Experience of developing a fundraising plan targeting trusts, organisations, and individuals. 

 Proven successful track record of event organising. 

 Proven experience of budgeting and financial management. 

 Experience in managing donor records. 

 Be a member of the Institute of Fundraising  

 Experience of working in the developing world. 

 Knowledge of Fairtrade. 

 Previous experience in a corporate environment. 
 

Education and Qualifications 
Essential 
 Educated to ‘A’ level or equivalent practical experience. 
 
 



Desirable 
 Educated to degree level in a relevant field (Fundraising, Marketing, International Studies, 

Development, or International Business) or equivalent practical experience. 

 Formal training or postgraduate qualification in fundraising. 
 

Other 
Essential  

 Strong social motivation - commitment to, and empathy with, the aims and objectives of Shared 
Interest. 

 Excellent communication and presentation skills (verbal and written) required to build 
relationships with potential donors. 

 Flexibility - as Shared Interest is a small organisation, you may well be asked to cover for other 
members of the Society/Foundation during sickness, annual leave etc. 

 Team working: as Shared Interest is a small organisation, getting along with your colleagues is 

essential. As part of your personal development programme, you will be asked to be a member 

of cross-departmental project teams in order to meet specific objectives. 

 Able to work collaboratively with others on creative but practical ideas to develop new projects 

 Demonstrable knowledge of Trusts, Foundations, and corporate giving in general and with a 
development focus in particular. 

 Excellent team working and team building skills including cross team and cross-cultural working. 

 An awareness of overseas development issues. 

 As Shared Interest Staff and partners may be working across different time zones, you will need 
to be flexible regarding your hours of work. 

 This role will be based in Newcastle but may involve periods of international travel. 
 

Limits of Authority 
 Within Society and Foundation’s guidelines, policies and procedures. 

 Manage any delegated projects within the approved budget. 

 Submit all expense claims promptly and manage credit card expenses (if any) within the credit limit. 

 Gain line management approval to all purchase orders including agreeing travels in advance with 
your line manager.  
  

 
 
 
 


