
     

 

 
Job Title:  FUNDRAISING OFFICER 
Department:   Income Generation and Communications 
Reports to:  Fundraising Manager 
Start date:  2nd July 2018 
Salary:   £21K - £25K  
Contract:  Initial 12 month contract, full time, with a view to extend 
 
 
Shakespeare Schools Foundation (SSF) is a national cultural education charity that exists to 
improve the levels of literacy, communications skills and teamwork abilities of young people. 
Our unique drama project gives young people the confidence to stride onto whatever stage 
they choose.  
 
Our mission is to transform lives through the unique power of Shakespeare. 
 
Our objectives are: 

 to promote life skills, social cohesion and ambition 
 to promote educational attainment - especially in literacy, literature and the 

performing arts 
 to provide a unique cultural and creative experience to young people from 

disadvantaged backgrounds  
 
We currently have 27 permanent employees supported by over 100 freelance staff during the 
Festival, which runs in the autumn. We are organised into three teams: 

 Festival and Creative: recruitment of and support to participating schools and 
theatres, manage Festival operations, creation of high quality resources, develop 
workshops and curriculum based products. 

 Income Generation and Communications: fundraising, commercial revenue (e.g. box 
office, merchandise), website, social media, press and PR, promoting SSF to existing 
and new stakeholders 

 Finance and Administration: finance, IT, office management and HR 
 
Our values are 
 aspirational 
 experiential 
 diverse 
 thrilling 
 transformative 
 uniting  
 
 
THE JOB 
Main purpose of the role: 
 
The Fundraising Officer plays a crucial role in implementing the organisation’s fundraising 
strategy. They are predominantly responsible for identifying, cultivating and securing funds 



     

 

from trusts and foundations and from individuals donors. Through careful planning and 
relationship building the Fundraising Officer makes targeted approaches to secure funding for 
SSF’s activities.  
 
They are responsible for developing strategies and building networks to support our regional 
work with Trusts and Foundations. This involves researching prospective Trusts, making 
initial phone/email enquiries, writing applications, carefully recording data in our CRM 
database and then stewarding the relationship throughout the year to reporting and 
reapplication where appropriate. 
 
The Fundraising Officer helps craft communication with our individual supporters, ensuring 
they are kept up-to-date with our activities and feel valued by the charity. They contribute to 
the planning and delivery of SSF events, where their focus is to steward relationships with 
existing donors and to develop new supporters of the charity.  
 
The Fundraising Officer oversees and manages SSF’s Community and Volunteer Giving 
programme. They hold the relationships with community giving schemes as well as 
individuals and groups who raise money for the charity. There is exciting potential to grow 
this area of SSF’s work, extending beyond the modest budget for 2018. 
 
The postholder must be motivated by making things happen and by building relationships 
with a wide range of people. We expect the Fundraising Officer to take ownership of their 
tasks, delivering high quality written material and establishing fruitful relationships with our 
supporters. They must be highly organised and enthusiastic with a commitment to the work 
and values of the Shakespeare Schools Foundation. 
 
This is an exciting time to join the Income Generation team and there is a significant 
opportunity to make a real difference and show a measurable impact. 
 
We actively encourage applicants from BME communities and people with disabilities. 
 
This role is based at SSF’s Head Office, currently at 140, London Wall, EC2Y 5DN. 
 
Responsibilities: 
 
Trusts and Foundations 
 Secure at least £100k per year from regional and national Trusts and Foundations 
 Research and identify relevant Trusts, Foundations and grant schemes and provide 

regional knowledge to inform strategic planning 
 Write clear, personalised applications in a way that communicates SSF’s values, beliefs 

and benefits, with the aim of securing the highest possible gifts 
 Keep abreast of upcoming deadlines to ensure applications are submitted in good time 
 Maintain excellent relationships with funders, sending letters of acknowledgement and 

thanks, inviting them to, and hosting them at, SSF events, offering prompt and detailed 
reports and ensuring they are primed to support the charity again 

 Ensure all reporting requirements are met. This includes writing timely evaluation reports 
that demonstrate impact 

 Work closely with the Finance and Administration team to ensure payments from trusts 
and foundations are on time and cover agreed activity 



     

 

Individual Giving 
 Work with the team to ensure successful development of the individual giving scheme 
 Use a range of techniques to find new donors and engage them with our work, including 

face-to-face, cultivation events, online and phone 
 Ensure donors are kept up to date with the appropriate level of communications including 

contributing to monthly e-newsletters, print materials and social media 
 Develop relationships with existing donors in order to maximise their support, both in 

terms of size of donation and donor retention rates 
 Manage the Volunteer and Community Giving Scheme, extending the reach of this income 

line (currently £10k per year) 
 Contribute to SSF’s supporter events to maximise giving potential 
 Working with the Finance & Support team, ensure all income is recorded effectively on 

Raisers Edge and donor records are maintained to a high standard  
 
General 
 Maintain accurate systems and ensure the SSF database is kept up to date 
 Edit website content as appropriate for the Income Generation and Communications team  
 Actively contribute to the successful achievement of departmental and charity-wide goals 
 Support and propose new income generating ideas 
 Oversee fundraising work carried out by other members of the team, ensuring the highest 

standards of practice are being met 
 Carry out all duties in compliance with internal and statutory procedures of the charity 
 Report regularly to the Fundraising Manager, the Income Generation and Communications 

team and Whole Team meetings 
 Carry out any other duties as reasonably requested 

 
 
 
Person specification 
 
Candidate must show evidence of: 

 being a highly motivated, enthusiastic and effective fundraiser  
 exceptional organisational skills, with an ability to prioritise and show flexibility 
 initiative and attention to detail 
 outstanding written and verbal communication skills 
 excellent relationship management, demonstrating a professional, warm attitude and 

the ability to deal effectively with people of varying seniority in many contexts  
 ability to work alone, as well as being a strong team player 
 confidence and ambition with a positive, proactive working attitude  
 motivation and drive to hit targets and encourage others to do the same  
 calmness under pressure with a creative approach to problem-solving  
 shared values with SSF 

 
Essential experience: 

 at least two years’ experience working in fundraising or delivering in a relevant role 
 experience of fundraising from national and regional trusts 
 experience of fundraising from individuals 
 proven ability to write engaging and persuasive copy 
 experience of creating budgets 



     

 

 experience of using strong research and communication skills to create new 
opportunities and build successful relationships 

 keeping excellent records and maintaining data systems 
 proven ability to plan ahead and work within agreed timeframes 

 
Desirable experience: 

 experience of fundraising for the arts/young people 
 a working knowledge of Raiser’s Edge CRM database 
 an interest in theatre and Shakespeare 
 experience generating powerful and effective messages for newsletters and social 

media 
 

RELATIONSHIPS 
You will report to the Fundraising Manager. 
 
To apply 
Email a covering letter (maximum 1 side of A4) explaining why you are the right person for 
the role, along with an up to date CV (maximum 2 sides) to melanie@shakespeareschools.org 
by 9am on Tuesday 29th May.  
 
Shortlisted candidates will be invited for an interview on Friday 1st June. 


