Amanda Simpson, Headteacher



Development Assistant 
Contract type:		Permanent; term time only (39 weeks per year)
Hours:			15 hours per week
Grade:			KSD
Responsible to:		Development Manager


Job Purpose
The Development Assistant will provide essential administrative, fundraising and supporter-care support for the Development department. The postholder will help ensure excellent communication with donors and stakeholders, accurate record-keeping, and smooth day-to-day operations.

This role is well suited to someone interested in education, community engagement and fundraising, and offers valuable experience of working on a large-scale capital-style campaign within a state school setting.

Working Relationships
The postholder will work closely with the Development Manager, Senior Leadership Team, Teaching Staff (particularly within Science and Design & Technology), and the School Finance and Admin teams. The role will involve regular contact with alumni, parents, donors, local businesses, volunteers and external suppliers.

Key Areas of Responsibility
1. Supporter and Stakeholder Care
· Act as a professional and welcoming first point of contact for campaign enquiries via email, social media, phone and in person.
· Mine and maintain accurate CRM data for all stakeholder groups. 
· Support timely and appropriate acknowledgement and thanking of donations.
· Respond to routine enquiries sensitively and efficiently, escalating more complex matters as required.
2. Fundraising Campaign and Communications Support
· Provide administrative support for the STEM Rising and future campaigns, including mailshots, events and engagement activities.
· Assist with department’s social media. 
· Update alumni website and assist developing the archives.
· Support the launch of the School’s first Giving Day in 2026 and build on its success in future years.
3. Database (CRM) and Reporting
· Accurately record donations and donor data on the School’s fundraising system (ToucanTech).
· Assist with data development, data hygiene, fundraising records, as well as general analytic and reporting needs.
4. Financial and Administrative Support
· Assist with processing invoices, expense claims and purchase orders relating to the campaign.
· Maintain organised digital and paper records for the Development Office and campaign.
· Provide general administrative support wherever required.
5. Compliance and Best Practice
· Work in line with fundraising regulations, public-sector requirements and the School’s policies and procedures in accordance with GDPR and statutory safeguarding regulations.
· Maintain confidentiality and professionalism in all dealings with donors, staff and students.
6. General Duties
· Undertake other reasonable duties commensurate with the role, as requested by the Line Manager.


About the School
Tunbridge Wells Grammar School for Boys is a state-maintained grammar school serving its local community and committed to providing high-quality education and opportunities for all students. The School places a strong emphasis on Science, Technology, Engineering and Mathematics (STEM) as vital pathways to future study, careers and social mobility.
The School is embarking on its most ambitious fundraising initiative to date: the STEM Rising Campaign. This major fixed-term project will raise funds to renovate and transform the School’s original 1950s and 1960s Design & Technology and Science laboratories into modern, inclusive and industry-standard learning environments that will inspire current and future generations of students.


The STEM Rising Campaign
The STEM Rising Campaign is a fixed-term fundraising project focused on engaging alumni, parents, local businesses, trusts and foundations, and the wider community. The campaign aims to secure significant philanthropic and partnership support to enable the refurbishment and modernisation of the School’s STEM facilities, supporting curriculum delivery, enrichment and progression into STEM careers.
The Development Assistant will play a vital supporting role in the successful delivery of this and future campaigns.

Person Specification

Qualifications & Training
	
	Essential
	Desirable

	No specific qualifications required
	
	



Experience & Knowledge
	
	Essential
	Desirable

	Experience with main social media platforms (LinkedIn, Instagram, Facebook & YouTube)
	x
	

	Experience in an administrative, customer service or stakeholder-facing role
	x
	

	Good IT skills, including Microsoft Office and experience of databases or CRM systems 
	x
	

	Experience in fundraising, education, public sector or community-based organisations
	
	x

	Interest in STEM education, social mobility or capital projects in education
	
	x




Skills & Competencies
	
	Essential
	Desirable

	Excellent interpersonal and communication skills, with the ability to engage confidently with a wide range of stakeholders
	x
	

	Strong organisational skills and attention to detail
	x
	

	Ability to manage competing priorities and work to deadlines
	x
	

	Ability to work collaboratively within a school environment and with external partners
	x
	

	Professional discretion and ability to handle confidential information appropriately
	x
	

	Clear written communication and good proofreading skills
	x
	

	A proactive, flexible and positive approach, particularly suited to a fixed-term project role
	x
	


15 hour working week, term time only (39 weeks per year, including INSET) with some out of office hours working in order to meet with donors and represent the School at events.

Other relevant information

Benefits· Growing, vibrant school with two campuses in Tunbridge Wells and Sevenoaks
· Friendly and supportive working environment with opportunities for training and development
· Employee Assistance Programme providing wellbeing resources and counselling to all staff
· Health insurance provided for all staff
· Access to Kent Rewards, the Blue Light card and other education discounts e.g. reduced cost gym membership, adult education and high street savings
· Cycle to Work scheme 
· Local Government Pension Scheme with generous employer contributions
· Free flu vaccinations, free eye tests


This is a fixed-term role aligned to the duration of the STEM Rising Campaign. The job description may be reviewed and amended to reflect the evolving needs of the campaign and the School.

This school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. An enhanced DBS disclosure is required for this post. Applicants will be also be expected to complete appropriate training including safeguarding and Prevent and sign Staff and Governors’ codes of conduct.
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