	The Grammar School at Leeds
	[image: image1.jpg]o\
7

2

N Z
YU

THE GRAMMAR SCHOOL
AT LEEDS







Appointment of Head of Development (part-time 0.6, permanent)

An enthusiastic and well-qualified Head of Development is required to join the external relations team for this exciting new position.                       

The Grammar School at Leeds (GSAL) is a co-educational independent school with over 2,000 pupils between the ages of three and 18. The senior and junior schools are located at Alwoodley Gates adjacent to open countryside on the northern edge of Leeds, and the nursery and pre-prep (up to year 2) at Rose Court in Headingley.

The school started life as Leeds Grammar School (LGS) in 1552, and today is the UK’s largest independent school following its merger with Leeds Girls’ High School in 2008. The school at Alwoodley Gates was purpose-built for LGS, which relocated from the city centre in 1997, and was later extended and improved to accommodate the merged school.
Under the ‘diamond model’ structure, children learn in single sex classes from ages 11 to 16, while benefiting from shared form time and extra-curricular activities. All senior school staff are expected to teach both boys’ and girls’ classes. Class, set and form sizes are usually between 16 and 22, and attention to detail and the best interests of the pupil assume a high priority. The school is academically selective, with consistently excellent examination results. Independence from the National Curriculum provides flexibility and a breadth of academic experience for pupils, who can develop their individual interests and strengths in order to make informed choices at GCSE. Sixth form students have a choice of nearly 30 AS/A2 subjects, and the option to undertake the Extended Project Qualification.
Superb learning resources and facilities support the school’s academic offering as well as a wide range of extracurricular activities. The departmental teaching areas are complemented by year group common rooms, including an excellent Sixth Form Centre. Junior School and Rose Court each have their own libraries, sports halls and facilities for science, music, art/design, dance and food technology.

We place academic achievement at the heart of an all-round education, providing personal development and learning beyond the classroom through a wide range of extracurricular activities. Sport, music and drama, scouts, CCF, Duke of Edinburgh and debating are all impressive, with a strong record of success in national competitions. A lively house system encourages a high level of pupil participation, whether by experienced competitors or those having a go at something new.  

The school promotes a strong sense of integrity, courtesy and social responsibility. Staff and students throughout the school are active in charitable work locally and internationally, while all sixth form students undertake voluntary service. Senior School provides religious assemblies for five different faiths.
Our success depends upon committed, professional, passionate and well-qualified staff, strongly focused upon excellence in the classroom and contributions to the wider life of the school. Staff are rewarded with a good degree of autonomy in their teaching, outstanding resources, freedom from government edict and an attractive benefits package.  Many staff enjoy good career progression within the school; CPD is well supported and there are many opportunities for leadership within the school, through curricular development, pastoral roles, the house system, or leading extracurricular development. The school is friendly, fun and supportive, while retaining high expectations.

Leeds is a thriving city which has benefited from a period of sustained economic expansion. Diverse and friendly, with a wide range of cultural, social, sporting and leisure activities the city has something for everyone. With all the benefits of a modern city and Yorkshire’s beautiful countryside on the doorstep, residents really can enjoy the best of both worlds.  






www.gsal.org.uk 
The department
The purpose of the External Relations Team is to help GSAL deliver the pupil numbers in its’ strategic plan and to raise money for means-tested bursaries.  The team brings together marketing, communications, PR, alumni, development, admissions and reception to improve the service that it provides to stakeholders.  The Team is a vibrant and busy department and is one of the largest external relations functions in the independent school sector.  It has ambitions to be the best school’s marketing department in the UK.

Full details of the post are shown in the enclosed job description.

Hours of work:
21 hours per week, usually worked over 3 days per week (0.6 fte). Actual hours and days to be agreed with your manager and will include a one hour unpaid lunch break.

Flexibility, in line with the demands and requirements of this post, will be required.

Salary:

Appointment will be to the GSAL support staff scales at point 43 – 47: £40,619 - £45,836  (pro rata). Actual annual salary payable is £24,371 - £27,502  per annum.
Holiday Entitlement:
25 days per year (pro rata for part time staff)
Sick Pay: 
In accordance with the School’s Sick Pay regulations

Pension Scheme:
You will be auto enrolled, as soon as you are eligible, to the GSAL Staff Pension Scheme.

Other benefits:
GSAL has a number of generous non- contractual benefits including discounted school fee rates for children; discounted staff lunch, discounts with a range of retailers, salary sacrifice schemes - childcare vouchers and cycle to work scheme.
The offer of the post is subject to a probationary period of six months.
Applications 

By completion of the Grammar School at Leeds application form which should be emailed to Mrs Elaine Green, at: elaine.green@gsal.org.uk 

The closing date for applications is 9am on Monday 28th November 2016
Interviews will be held on Tuesday 6th December 2016
In accordance with the school’s Child Protection policy, all staff are responsible for promoting and safeguarding the welfare of children and young people for whom they are responsible and/or with whom they come into contact. All applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.

Thank you for the interest you have shown in the School.
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Responsible to:  Director of External Relations 

Main Purpose of Job: To generate significant and sustainable income for the school’s bursary fund.

	Main Responsibilities/Accountabilities:
Prospect management and stewardship

· Identify potential supporters of the school’s bursary campaign.
· To develop and implement cultivation and solicitation strategies for prospects.
· To manage and be responsible for a mixed portfolio of donors to secure contributions particularly major gifts.

· Create a cultivation, solicitation and stewardship plan for local, national and international donors.

· To meet with alumni and individual prospects in one to-one or group meetings.

· To develop, present and articulate a compelling case for supporting The Grammar School at Leeds and build effective relationships to engage potential supporters with the school.

· To work with colleagues both in the External Relations Team and across the school to develop an effective donor stewardship programme to support donor retention.


Fundraising and Strategic Planning

· To meet major gift activity and financial targets and contribute to the school’s bursary target.

· To successfully negotiate gifts in line with the school’s financial and governance policies.

· To develop and implement a major gifts strategy.

· To lead the organisation and management of individual and group cultivation events and activities.

· To work closely with the Principal, Director of External Relations and other key colleagues to ensure the fundraising programme is successfully implemented, co-ordinated and monitor its progress in a professional and cost-effective manner.

· To ensure that there is an appropriate programme of activities, events and communications which inspire prospective donors to give financial support, and which encourage enduring relationships which will lead to additional donations.

· Liaising closely with other members of the External Relations Team, Senior Leadership Team and the Governing Body and the wider school community to develop a fundraising culture.

Administration

· To maintain appropriate and up-to-date records using the Salesforce(CRM) alumni database to ensure effective tracking of relationships and activity.

· Manage the alumni relations and development budget to ensure that it provides value for money and directly contributes to achieving the fundraising targets.
· To maintain an up-to-date knowledge of giving methods and tax effective giving, school priorities, a detailed general knowledge of the school and its news, and to share information and news items with colleagues and donors to support effective relationship development.

· Provide regular updates to school committees.

· Any other duties as commensurate with the role.


	General:

· This job description does not define in detail all responsibilities and the responsibilities and activities in the job description may be varied to meet the changing demands of the school at the direction of the Principal.

· All staff employed by The Grammar School at Leeds are expected to take responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible or with whom they come into contact

· All staff should be aware of the School’s Safety Policy and implement it as appropriate


Person Specification 
	Job Title:
	Head of Development 

	Location:
	Alwoodley Gates

	Summary of Duties and Responsibilities:
	To generate significant and sustainable income for the school’s bursary fund.


       Applicants ought to possess a range of the following qualities and qualifications, plus a   willingness to continue to develop their skills and attainments as befits the role:

	Qualifications 
1. A good degree or equivalent level 4 qualification.

2. Must have GCSE grade C or above, or equivalent, in maths and English

Experience and knowledge

3. Substantial and recent major gift fundraising or equivalent experience at four figure level and above.

4. A proven track record of developing effective relationships with a diverse range of potential donors to meet financial targets.

5. Experience of working with senior leaders to develop and implement fundraising strategies which are aligned to organisational goals.

6. A background of devising sophisticated cultivation and solicitation strategies and a successful track record of managing a portfolio of major gift prospects.

7. Experience of producing persuasive communication materials adapted as appropriate to different audiences and individuals.

8. Understanding of prospect tracking systems.

9. Computer literacy, experienced user of Microsoft Office and CRM/alumni relationship management systems.
10. Experience of working within the education sector (desirable)

11. Good understanding of funding sources and potential revenue streams (desirable)

12. Experience of developing and executing a campaign (desirable)

Skills and qualities

13. Able to develop rapport with a diverse range of potential donors.

14. Excellent interpersonal and communication skills.

15. Ability to communicate the school’s case for support in a compelling way to potential supporters.

16. Strong organisational and planning skills with the ability to co-ordinate multiple tasks simultaneously in a complex and dynamic organisation, ensuring an effective balance between internally and externally facing activities.

17. Ability to maintain confidentiality and discretion.

18. Ability to identify problems and recommend solutions and new procedures.

19. A natural relationship builder with the gravitas, skill and confidence to network and negotiate at a senior level both within and outside the school.

20. A passion for education and its impact on social mobility.

21. A lateral/dynamic thinker, able to develop creative and appropriate strategies to engage and build relationships with major gifts prospects.

22. Ability to work as part of a team; contribute to team discussions, share ideas and support colleagues in the delivery of their projects.

23. Goal oriented and able to achieve targets within fixed timeframes.

24. Strong independent and group decision-making skills.

25. Enthusiastic and committed to a high-level of donor care.

26. Proactive, persistent and tenacious, with a high level of initiative and resilience.

Values & Ethos

27. A passion and commitment to independent schools generally and to bursaries in particular.

28. Willingness to take responsibility for your own work and awareness of how this affects other team members.
29. A commitment to promote high standards of service, conduct and integrity, confidence and courtesy.

Work Circumstances

30. Flexibility, willingness and ability to travel and work irregular hours as required.



Important information – please read:

Application Form

· Applications will only be accepted from candidates completing the GSAL Application Form in full.  CVs will not be accepted in substitution for such forms.

· Candidates should be aware that all posts in the school involve some degree of responsibility for safeguarding children, although the extent of that responsibility will vary according to the nature of the post.  Please see job description for the post.  Accordingly this post is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind-overs, including those regarded as “spent” must be declared.

· Where appropriate the successful applicant will be required to complete a Disclosure from the Disclosure and Barring Service at the appropriate level for the post.

· We will seek references on shortlisted candidates and may approach previous employers for information to verify particular experience or qualifications, before interview.

· If you are currently working with children,  current employer will be asked about disciplinary offences, including disciplinary offences relating to children or young persons (whether the disciplinary sanction is current or time expired), and whether you have been the subject of any child protection allegations or concerns and, if so, the outcome of any enquiry or disciplinary procedure.  If you are not working with children but have done so in the past, that previous employer will be asked about those issues. Where neither your current nor previous employment has involved working with children, your current employer will still be asked about your suitability to work with children, although it may, where appropriate, answer not applicable if your duties have not brought you into contact with children or young persons.

· You should be aware that provision of false information is an offence and could result in the application being rejected or summary dismissal if the applicant has been selected, and possible referral to the police and/or DfE Children’s Safeguarding Operation Unit.

Invitation to Interview

· If you are invited to interview this will be conducted in person and the areas which it will explore will include suitability to work with children.

· All candidates invited to interview must bring documents confirming any educational and professional qualifications that are necessary or relevant for the post (eg the original or certified copy of certificates, diplomas etc).  Where originals or certified copies are not available for the successful candidate, written confirmation of the relevant qualifications must be obtained from the awarding body.

· All candidates invited to interview must also bring with them:

· a current driving licence including a photograph or a passport or a full birth certificate

· a utility bill or financial statement showing the candidate’s current name and address

· where appropriate any documentation evidencing a change of name

Please note that originals of the above are necessary. Photocopies or certified copies are not sufficient.  

Conditional Offer of Appointment:  Pre-Appointment Checks

Any offer to a successful candidate will be conditional upon:

· receipt of at least two satisfactory references (if these have not already been received)

· verification of identity and qualifications

· a check at DfE List 99 and the Protection of Children Act List as appropriate

· a satisfactory DBS Disclosure

· verification of professional status such as GTC registration, QTS Status (where require), NPQH

· (for teaching posts) verification of successful completion of statutory induction period (applies to those who obtained QTS after 7 May 1999) + Prohibition check

· where the successful candidate has worked or been resident overseas in the previous five years, such checks and confirmations as the school may require in accordance with statutory guidance

· verification of medical fitness in accordance with DfE Circular 4/99 Physical and Mental Fitness to Teach of Teachers and Entrants to Initial Teacher Training

· satisfactory completion of the probationary period

· Possible Disqualification by Association declaration

Warning

Where a candidate is:

· found to be on DfE list 99 or the Protection of Children Act List, or the DBS disclosure shows s/he has been disqualified from working with children by a Court or

· found to have provided false information in, or in support of, his application or

· the subject of serious expressions of concern as to his/her suitability to work with children

The facts will be reported to the Police and/or the DfE Children’s Safeguarding Operation Unit.
