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JOB DESCRIPTION

National Events and Community Fundraising Manager
Reports to: Director of Fundraising
Location: RDA National Training Centre, Warwickshire or Home based.
Contract: Permanent 
Salary: Circa £30,000 dependent on experience
Role purpose: This post will play a key role developing and delivering a new strategy in this area.  The post holder will be responsible for engaging, managing and developing relationships with national events and community fundraising supporters - including groups and individuals in RDA regions – providing outstanding stewardship and maximising sustainable long-term income nationally and regionally. You will be committed and dynamic in your approach, working with external and internal stakeholders developing trusting relationships, helping to grow the charities portfolio in national events and community fundraising. As a key member of the Fundraising Team, you will be responsible for researching and developing a portfolio of national events and community fundraising initiatives - building a pipeline of potential sources of income, identifying new opportunities and growing our partnership base. You will be a natural communicator who has the ability to persuade, influence and inspire, with the confidence to build relationships at a senior level, across various departments and the federation.
Specific responsibilities

Strategic planning and development

· Working closely with the Director of Fundraising to develop and implement a robust strategy to secure income from national events and community fundraising – regionally and nationally. 

· Be responsible for developing and implementing a yearly activity plan to co-ordinate activity to achieve year on year targets.

Operational 
· Develop and deliver the national events and community fundraising operational plan/programme – regionally and nationally. 
· Lead on planning and delivery of RDA promotional events calendar.
· Develop and manage existing and new areas of community and events fundraising initiatives for e.g. schools, universities and other community groups, collection boxes etc. 

· Develop, pilot, assess and roll out a flagship national and community fundraising event/s. 

· Develop a volunteer ambassador programme and steward national and regional volunteer & community fundraisers, identifying high value supporters and potential fundraising groups.

· Lead on the generation of creative and impactful collateral in community and events - applications, proposals, presentations, information, fundraising packs etc. (aligned with the RDA strategic objectives and messaging), to attract and retain donors and support regions and groups. 
· Support the account management and stewardship of donors, liaising with appropriate teams, ensuring that objectives of the donor are fully met. 
· Respond to Regional Fundraising enquiries on the phone or by email, within agreed departmental guidelines in relation to this area of work.
· Lead on management of MyRDA material in collaboration with the Director of Fundraising.
· Attend events on behalf of the charity, receiving donations and delivering presentations on the charity’s work.
· Track and record progress using the organisation’s database and other prospect tracking tools ensuring the General Data Protection Regulations (2018) are adhered to across all of national events and community fundraising and ensure all data collection is in accordance with the regulations. 
· With the Director of Fundraising increase and promote awareness of RDA’s national and community fundraising to potential supporters and donors through the development and delivery of a marketing and communication strategy e.g. via our website, social media and other formats as appropriate.
· Ensure all information relating to each national event and community fundraising is accurate, up to date and well organised.  
· Lead on the liaison and management of the internal and external donation sites.
· Maintain a timetable of deadlines to ensure donors receive reports and other correspondence as required.    
· Ensure that all donor communications are handled appropriately, promptly and courteously and that complaints and criticisms are logged, investigated and resolved, and in accordance with the organisation’s systems and procedures. 
· File and archive paper and electronic records according to protocols.
· Working with events, communications, marketing, digital media, membership and all of the fundraising team members to identify other opportunities for income growth.
· Work closely with the trustees, regional chairs, and the senior management team to recruit and steward potential donors.
Financial   

· Be responsible for the development and management of all yearly budgets and financials in relation to national events and community fundraising, in agreement with the Director of Fundraising.

· Process all incoming donations in line with internal procedures and ensure prompt and appropriate acknowledgement of all income.

· Assist in quarterly forecasting, weekly and monthly reporting across a range of financial and non-financial KPIs in relation to this area of fundraising.

Management 
· Be responsible for all HR issues within the National Events and Community Fundraising team including appraisals, managing absence and disciplinary measures. 
· Play an active role in the overall development of the Fundraising Division.  
· Encourage effective teamwork and ensure, where appropriate, that all staff are fully inducted and engaged with the activities of the organisation. 

· Manage, alongside other members of fundraising, group support enquires relating to fundraising, including the delivery of fundraising workshops.

Other 
· Implement the Equal Opportunities Policy into daily activities.

· Be responsible for your own health and safety and that of your colleagues, in accordance with the Health & Safety at Work Act (1974) and relevant EC Directives, including reporting any health and safety hazard immediately you become aware of it. 
· Undertake any other duties as may reasonably be required in this post. 
· Keep abreast of key fundraising trends and issues and the regulatory environment around fundraising. Ensuring that standards are set, procedures followed and issues acted upon or communicated to all staff and others as appropriate.
· To undertake such other duties as the Chief Executive or Director of Fundraising shall from time to time determine.
· Ability to travel on an occasional basis and willingness to work, if required, on evenings / weekends.
Person Specification:

	Criteria
	Essential
	Desirable

	Fundraising
	· Experience of fundraising in national events and community fundraising.

· Experience of cultivating and account managing a variety of donors at all financial levels.
· Demonstrable experience in prospect research, production of proposals/pitches, relationship management and reporting.    

· Experience of formulating project and bespoke budgets.   


	· Experience in mass participation event development and delivery.

	Management
	· Experience of working systematically to targets and deadlines and able to work under pressure. 

· Exceptional organisational skills with experience of managing multiple tasks and prioritising effectively. 
· Ability to plan and report on activities.   
	· Experience of strategy development and implementation in national events and community fundraising.

· Experience of reviewing and adapting plans.
· Experience of developing strategic year on year budgets in relation to this area of fundraising.

	Communication
	· Experience of representing an organisation to external bodies
· Excellent communication skills, both written and oral.

· Strong analytical and creative skills. 

· Good interpersonal and team working skills, with an ability to work independently and seize opportunities.   
	· Experience of delivering training.

	RDA
	· Empathy with aims and values of RDA

· Experience of working with volunteers
	· Some knowledge of equestrian world.
· Some knowledge of disability.

	General 
	· Experience of using administrative systems and CRM databases.

	

	Personal Attributes / Qualities 

	· Ambitious, innovative, target driven and self-motivated. 
· Trustworthy, patient, flexible and a good relationship builder. 
· Team player.

· Open to new ways of working, learning new tasks and skills as required. 
· Desire to give our supporters an excellent experience.
· Ability to motivate and influence supporters to maximise their fundraising.
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