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	JOB DESCRIPTION
	Development and Alumni Coordinator


Job title:                          

	[bookmark: _heading=h.gjdgxs]Headteacher


Responsible to:

Child Protection and Safeguarding 
At Oak House School child protection and safeguarding is everyone’s responsibility and all members of staff must be fully aware of and complete their obligations.
Child Protection is everything that we do in school to keep our children, staff, and school community safe and to protect their wellbeing. This includes:
· “protecting children from maltreatment
· preventing impairment of children’s health and development
· ensuring that children grow up in circumstances consistent with the provision of safe and effective care and
· taking action to enable all children to have the best outcomes” (Gov.UK 2014)
Job Summary

	The post holder will set-up and manage the extra-curricular programme alongside identifying and delivering additional income streams, establishing an effective development and fundraising strategy, enabling the school to develop closer relationships with alumni, the local community and businesses. 



Main tasks and responsibilities
· Set up and manage the school's extra-curricular activity programme, and investigate additional ECA opportunities such as Saturday school.
· Lead and further develop the current summer school provision to include holiday school opportunities.
· Spearhead the school's efforts to generate additional income from statutory and nonstatutory sources to enable pupils to receive a rich well-rounded education which goes beyond the core curriculum. 
· Conduct a mapping exercise of opportunities for the school both in terms of earned income and fundraised income to develop a plan of attack. 
· Determine the likely return on investment for different opportunities and prioritise proposed fundraising activities accordingly, in association with management. 
· Write a strategy and annual business plan to reflect long-term mission and short-term priorities. 
· Forge and maintain successful relationships with alumni, parents, local companies and potential local partners for funding bids. 
· Identify grant opportunities for core and project funding. Write and submit proposals, applications and bids. 
· Track and secure funds collection, develop reporting and forecasting information. 

Detailed areas of responsibility 
· Trusts, foundations and lottery 
· Research and prioritise targeting of available sources of money. 
· Write grant proposals for trusts and foundations, including liaising with the finance department to create budgets for applications. 
· Liaise with professional advisors as required
· Effectively manage multiple funding deadlines to ensure no key opportunities are missed. 

Extra Curricular Provision
· To ensure that all ECA  are staffed, organising substitutions if monitors are absent.
· To manage any behaviour and when necessary report any issues to the Head of Studies/Stage Coordinator.
· To monitor the quality of the teaching and learning during the school clubs.
· To organise exhibition sessions for parents at the end of each term. 
· To promote the School Clubs by including a weekly report in the school newsletter.
· To evaluate the level of satisfaction amongst students and families in relation to both the school club offer and the clubs in which they have participated. 
· To plan and promote the School Club offer for the following year, publishing detailed information about each School Club, answering any queries, and taking charge of the enrolments.
· To liaise with external providers of extra-curricular activities and ensure that they maintain the high safeguarding and professional standards expected at Oak House School.

Summer and Holiday Schools
· To plan the summer school provision for students in Primary and Secondary School
· To work with and lead the Summer School Leadership team to deliver outstanding provision
· To review outstanding summer school provision in Spain and globally to create a new and enhanced programme.
· To review possible opportunities for other holiday schools 

Corporates 
· Research and prioritise a list of potential corporations to approach for funds. 
· Apply in writing where there is a given process 
· Where the company is known to be local, but the school does not fit their usual giving criteria, research the best way to approach them, including asking staff, parents etc. who have useful contacts and information. 
· Compile a prospect list, based on propensity, propinquity and capacity to give and prioritise accordingly. 

Parents/Alumni/individual giving 
· Set up a CRM database for the existing parents. 
· Secure GDPR compliant consent from parents to contact them with regard to fundraising for the school. 
· Liaise closely with school management to discuss the best ways of using parents/parental contacts where appropriate – including a plan for getting to know which parents have access to which companies and how best to use that information. 
· Once appropriate consent has been secured, explore the potential for segmenting the parent database and develop personalised communications for each different segment. 
· Develop an appropriate stewardship programme for individuals/parents who are donors to ensure they feel their money is well spent. This will include liaising with management to find out what the money has been spent on and turning that into interesting stories which emphasise the impact that funds have had on student learning. 
· Secure lists of school alumni and develop a strategy for incorporating them into our existing fundraising plans. 

Income generation  
· Explore the potential for developing earned income from the school site.
· Research the usual costs for hosting events, e.g. venue hire, weddings, campsites, etc. for comparable local sites and develop an earned income plan. 
· Evaluate the potential for other assets to earn income such as equipment. 
· Develop a budget template in association with the finance team to ensure that there is an easy way to calculate whether proposed activities (including staff time) will run at a significant enough profit to be worthwhile. 
· Develop and implement a plan in consultation with management. 

Operational 
· Set up and maintain a suitable CRM database to store all fundraising—related information. Ensure the CRM database is used effectively to manage our relationships and support fundraising campaigns and appeals, including data entry, segmentation, data extractions and reports. 
· Administer and ensure acknowledgement of all donations received. 
· Monitor progress and outcomes of your work. 
· Manage and produce reports to ensure that all funders receive regular updates as per their requirements. 
· Attend information events and feed back to staff team.
· Work closely with management to find best project matches for each round. Work closely with management to find best project matches for each round. 
· Liaise with staff to complete application forms, including budgets. 
· Oversee a timetable of progress reports for all grants and complete the preparation of financial reports and budgets in collaboration with the Finance Team. 
· Provide fundraising content as appropriate to update web—site, social media and e- news. 

Personal Specification
The ideal candidate will be a dynamic, highly organised individual with proven fundraising experience (preferably in the education sector) and an ability to think creatively.  Candidates must be native level in English and Spanish.  Catalan is an advantage. Applicants will be asked to give examples of their previous successful fundraising plans. 

Experience and skills  
· Demonstrable experience of successful fundraising, including corporate and/or trusts (2 years essential, 5 years desirable). 
· Outstanding communicator, with the ability to engage and develop interest in the school and successfully build strong relationships with all stakeholders.
· Strong writing skills with the ability to adapt language to audience and medium. 
· Creativity to find solutions and achieve success with limited budgets and resources. 
· institute of development professionals in education 
· Fully competent and confident in the use of email/internet, word processing, spreadsheets and CRM databases. 
· Able to combine strategic thinking with delivery of detailed operational work.
· Educated to Degree level (desirable) or Graduate calibre. 

Personal attributes 
· Well organised and methodical, with a high degree of attention to detail.  
· Self-motivated and resourceful; confident approach to work, enthusiastic and able to plan and undertake work with limited direct supervision. 
· Willing to be flexible and hands-on; able to thrive in a small team. 
· Ability to engage both staff and parents to co—operate when they have many competing demands on their time. 
· Quick learner. 
· Demonstrable interest in international education. 
· Ability to identify new opportunities for the school and make creative suggestions. 


At Oak House School we have high expectations in relation the behaviour and academic/enriched achievements for all of our students. Our vision is that every child will achieve more than they dreamed possible, in a happy and inclusive environment where everyone is supported and encouraged to excel.
Our whole community shares a common understanding of the personal qualities and values which we hope all of our students will demonstrate and uphold.
Honesty 
Integrity
Self-respect 
Self- confidence
Empathy 
Respect for others
Social Responsibility





Signed: 		………………………………....………………….…………………………………………………………………………      

Name (Print):	………………………………………………………………………………………………………………………………

Date: 		….………………….……………………………………………………………………………………………………….








Signed: 	………………………………....………………….…………………………………………………………      


Full Name: 	………………………………………………………………………………………………………………..


Date:	 	….………………….………………………………


All  work  responsibilities  and  tasks  are  subject  to  having  performance  goals  and/or  targets  established  as  part  of  the annual  performance  planning process  or  as the result  of organisational planning.The  above details are not exhaustive and  the  postholder  may  be  required  to  undertake  tasks,  roles  and  responsibilities  as  may  reasonably  be  assigned  to him/her by the Senior Leadership Team. The  job  description  may  be  reviewed  at  any  time  via  consultation  between  the  governing  body and/or  Senior Leadership  Team  representatives  and  the  postholder  as  may  be  necessary  and  appropriate  to  the  needs  of  the school. Leadership roles/responsibilities are not permanent and are subject to renewal each year.
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