
THE PEACE HOSPICE



Job Description

	Job Title
	Legacy Fundraising Manager

	Peace Salary Band
	F

	Hours
	18.75

	Dept / Location
	Fundraising & Communications, Watford

	Reporting to:
	Director of Fundraising & Communications


	Number of staff managed

:
	Direct reports:


	Managed through others:


	Budget responsibility 
	Income - £400k

	Other information helpful to understand size/scope of job:
	


	Job Summary

. 
· To develop and deliver the legacy marketing and fundraising plans to maximise income within agreed levels of expenditure

· To administer legacies in order to maximise income




KEY TASKS: - Some tasks may be delegated but the post holder remains responsible for ensuring that they are carried out satisfactorily.

Duties and Responsibilities

Legacies
1. To develop and implement an integrated legacy strategy to maximise legacy income

2. To ensure that the legacy plans have internal support

3.  To prepare and manage a legacy marketing plan
4. To develop relationships with key supporters and donors to recruit new pledgers and nurture existing pledgers
5. To keep accurate records of pledges and outstanding legacies
6. To manage the legacy pipeline 

7. To ensure that the value of legacy bequests is maximised

8. To develop strong links with solicitors in SW Herts
9. To keep abreast of relevant legislation
Other

· Provide regular fundraising reports to the Director of Fundraising & Communications


· Other duties as may be reasonably required by the Director of Fundraising & Communications, on either a short or long term basis

General Responsibilities

	1.
	To ensure that your practice is in accordance with Peace Hospice Policy at all times.  Be aware of the Peace Hospice Philosophy and Equal Opportunities Policy and the Peace Hospice Code of Conduct Policy.



	2.
	Ensure compliance with Manual Handling and Health and Safety policies relating to your activities.



	3.
	Be aware of the Procedure to follow in the event of fire and other emergencies.



	4.
	To report to your line manager any hazards or accidents that may occur in your working environment and ensure compliance with the terms of the Health and Safety at Work Act.


	5.
	Ensure that all equipment used by you in the course of your duties is used appropriately, and any faults or breakages are reported immediately.



	6.
	Participates in the ongoing system of Appraisal.



	7.
	Be aware of the differing roles and responsibilities of the members of the multi-disciplinary team in the Hospice.



	8.
	To have the highest regard for the principle of confidentiality and at no time disclose confidential information inappropriately.


Education

	1.
	To participate in appropriate internal and external educational programmes


	2.
	To demonstrate ongoing personal and professional development 


General
Peace Hospice is committed to Equal Opportunities for all present and potential members of staff and patients. Therefore Peace Hospice expects all employees and volunteers to understand, support, and apply this policy through their working practices which requires all individuals to be treated with respect, dignity, courtesy, fairness and consideration. 

This job specification may be modified in the light of development and changing circumstances, according to the needs of the service, and in consultation with the post holder. The post holder should be prepared to undertake any further duties that arise as the post develops. All members of nursing staff may at times be required to work in other parts of the Hospice, commensurate with the roles and responsibilities laid out in this job description.

	Signed (Employer)


	
	Signed (Employee)
	

	Date
	
	Date
	


THE PEACE HOSPICE



PERSON SPECIFICATION
	Each element of the specification should be assessed as follows:
A = Application Form; I = Interview; T= Test, R= References;




	QUALIFICATIONS  Appropriate professional, educational requirements
	ESSENTIAL/

DESIRABLE
	ASSESSED

	Good standard of Education to GCSE minimum
	E
	A

	Membership of the Institute of Fundraising
	D
	A


	EXPERIENCE Appropriate experience in order to carry out the role
	ESSENTIAL/

DESIRABLE
	ASSESSED

	Experience of working in legacy fundraising 
	E
	A/I

	Operational  planning
	E
	A/I

	Experience of legacy marketing integrated campaign
	E
	A/I

	Project management and budget management
	E
	A/I

	Working in a target and results-driven environment
	E
	A/I

	Producing management reports
	E
	A/I

	Awareness of relevant legislation/charity law relating to legacy fundraising
	E
	A/I


	SKILLS AND KNOWLEDGE Specific post related skills and abilities
	ESSENTIAL/

DESIRABLE
	ASSESSED

	Thorough understanding of legacy processes
	E
	A/I

	Diplomacy and sensitivity with confidence and ability to communicate with people at all levels within an organisation
	E
	I

	Exceptional written, communication, and negotiation skills 
	E
	I

	Good IT skills - able to use Microsoft packages and relationships database
	E 
	I

	Ability to work as part of a small dynamic team
	E
	I

	Basic understanding of hospice/palliative care
	D 
	I


	PERSONAL QUALITIES
	ESSENTIAL/

DESIRABLE
	ASSESSED

	Creativity and enthusiasm
	E
	I

	Good communicator
	E
	I

	Ability to work under pressure
	E
	I

	Flexible and adaptable
	E
	I

	Excellent inter-personal skills
	E
	I

	Ability to manage and prioritise workload
	E
	I

	Good organisational skills
	E
	I

	Good team player
	E
	I

	Able to work on own initiative
	E
	I


Paul Gauntlett 12th May 2009


