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JOB DESCRIPTION 

Job title:	Fundraising Officer	 
			 	
Reporting to: 	Vice Principal Business & Enterprise

Hours:		14.8 hours a week/0.4 Full time equivalent 

Salary: 	£25,666 - £29,282
			Pro-rata: £10,266 - £11,713 per annum

Closing Date: 	24 March 2026 at 5 pm	
	
Job purpose: 

To support the generation of income for RNC by researching funding opportunities and securing grants from trusts, foundations and public bodies.

The role focuses on identifying appropriate funding opportunities, preparing and submitting grant applications, and maintaining effective relationships with funders. The postholder will manage a portfolio of smaller funding opportunities and ensure accurate record-keeping and timely reporting.

The role requires strong organisational and writing skills, with the ability to manage a pipeline of applications and work with colleagues across the organisation to gather the information required for funding bids.

Main duties and responsibilities:
Grant fundraising (grants up to £10,000)
· Research potential funding opportunities from trusts, foundations and public bodies aligned with RNC’s priorities.
· Maintain and manage a pipeline of grant opportunities, ensuring deadlines and priorities are clearly tracked.
· Prepare and submit well-written funding applications and proposals for grants up to £10,000.
· Track application deadlines, submissions and outcomes.
· Work with colleagues across the organisation to gather project information, outcomes and budgets required for applications.
· Support the development of clear project descriptions and supporting information for funding bids.
Funder stewardship and relationships
· Maintain positive relationships with funders through updates and communication.
· Ensure reporting requirements for funded projects are completed on time and in line with funder guidelines. 
· Keep accurate records of funder communication and reporting schedules.
Administration and pipeline management
· Maintain accurate and up-to-date records of fundraising activity in the organisation’s CRM system (Donorfy).
· Track prospects, applications and outcomes using the CRM system.
· Provide updates on applications and funding activity to the Senior Fundraising Officer.
· Manage workload and application pipeline to ensure funding opportunities are progressed efficiently.
Team working
· Work with colleagues across the RNC to ensure funding applications reflect organisational priorities.
· Contribute to a collaborative team environment within the fundraising team.
We welcome applications from people with experience in fundraising as well as those with transferable skills from other sectors such as communications, research, marketing, business development or bid writing.
Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description.
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______________________________________________________________________


PERSON SPECIFICATION – Fundraising Officer
Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience.
	ATTRIBUTES
	MINIMUM/ESSENTIAL 
	DESIRABLE 

	Experience
	1. Researching information and presenting it clearly
1. Writing clear, persuasive content for different audiences
1. Building positive relationships with colleagues, partners or external stakeholders
1. Managing multiple tasks, deadlines and priorities
1. Maintaining accurate records and information
	1. Experience writing funding applications, proposals or business cases
1. Experience working in fundraising, the charity sector or a related field
1. Experience managing relationships with supporters, partners or clients
1. Experience using a CRM or database system (e.g. Donorfy)


	Knowledge/skills
	· Excellent written communication skills
· Strong organisational and administrative skills
· Ability to manage a portfolio of work independently
· Attention to detail and accuracy
· Confidence using digital systems (e.g. Microsoft Office) or databases
	· Understanding of the principles of donor stewardship and relationship management.
· Experience writing documents for external audiences such as proposals, reports, funding bids or marketing materials.



	Qualifications and training
	· A Level or further education level equivalents, Maths and English GCSE minimum 5 grade
	

	Aptitudes and abilities
	· Self-motivated with the ability to work independently
· Ability to prioritise work and meet deadlines
· Curious and proactive in identifying new opportunities
· Collaborative team member
	· Ability to identify and develop new opportunities or partnerships.
· Confidence presenting ideas or proposals to colleagues or external stakeholders.
· Ability to interpret data or information to inform decision-making.
· Ability to support longer-term projects alongside day-to-day tasks.

	Disposition, attitude and motivation
	· Commitment to the mission and values of the organisation
· Positive and proactive approach to work
· Enthusiasm, self-motivation and confident to take initiative
· Understanding of student safeguarding and commitment to safe practice
· Commitment to equality and diversity and its active promotion
	· Willingness to work flexibly in response to the needs of the department/organisation including occasional work off campus and varying hours (with reasonable notice).
· Enthusiasm for building relationships with supporters, partners and funders.
· Commitment to learning and developing new skills.


	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed
· Eligibility to work in the UK
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