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Job Description: 	Development Assistant

	Responsible to:
	Development Director


	Work pattern and hours:
	Full time, all year round. 9.00 am to 5.00 pm with some flexibility required.


	Key Working Relationships:
	Headmaster and SLT; Director of Admissions and Communications; Marketing Manager; Head of Alumni Relations; donors, alumni and parents of the School

	
Dated:
	
March 2023



Job Context and Purpose:

[bookmark: Towards_125]Development at Caldicott: Towards 125

Caldicott is moving into an exciting time in the school’s history as it approaches its 125th anniversary in 2029. Senior Leadership have devised a clear and inspiring vision for the school’s future. The Caldicott Foundation was established in November 2020 with the twofold aim of widening access and developing the school’s facilities. Since its inception, £2.8 million has been secured from donors to support transformational bursaries and to fund capital projects.

As Caldicott’s biggest ever capital development plan, the Masterplan will require a significant investment to reconfigure the school site over two phases as the school approaches its 125th anniversary. Fundraising for the first phase, the construction of a world-class prep school Sports Pavilion, has had a successful start with £1.7 million of the initial £4 million target in place. Separately, planning permission has been secured and the refurbishment of the existing sports hall, including the replacement of the roof, is underway to make way for the pavilion project. The second phase will focus on the reconfiguration of the western side of the school site. It is early days in the planning for the second part of the Masterplan with more options to explore, but this part of the redevelopment would unlock space and opportunity for the school to transform its educational provision. 

Caldicott is supporting five pupils with transformational bursaries for the academic year 2022/23. The school’s ambition is to continue to increase the number of boys receiving a Caldicott education who would not otherwise have the opportunity without full financial aid. With the generous support of existing donors and confidence from the research undertaken, there is significant opportunity for the philanthropy of donors past, present and future to realise these aims.
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The Role 

The Development Assistant will support the newly appointed Development Director to build upon initial fundraising successes. Working in an environment that values professional pride, integrity and humility, s/he will embed themselves in the Caldicott ethos, fostering a sense of belonging for donors and alumni to inspire a new generation of stakeholders for Caldicott’s legacy. 

As the key support to the Development Office, the Development Assistant will ensure practices and protocols are administered to a high standard to achieve success and to help embed fundraising best practice within the school.

The Development Assistant will ensure the smooth and efficient running of the office, managing the fundraising database and CRM, assisting with donor needs and supporting the Development Director by providing administrative support, excellent record keeping and assisting with events and donor stewardship as required.  The post holder will also work collaboratively with the Marketing, Admissions and Alumni Relations teams to align messaging and maintain records accurately.


Main Responsibilities and Tasks

[bookmark: Main_duties_and_resonsibilities]Key Responsibilities

A. Departmental Administration 
Responsible for the Caldicott Development Foundation administration including but not limited to the following:
· Manage gift entry, gift reconciliation, and regular reporting on departmental figures. 
· Prepare renewal reminders, gift agreements, acknowledgment letters, and stewardship communications. 
· Prepare all relevant reports and documents required for the Marketing, Admissions and Development Committee meetings. 
· Assist with campaign administration, including drafting of campaign timelines.
· Assist with the preparation of proposals and reports to prospective donors, providing information  as necessary under the direction of the Development Director.
· Maintains, updates and organizes all departmental files and spreadsheets.
· Perform scheduling and diary management for the Director of Development including internal meetings, offsite donor meetings, and meetings with key stakeholders. 
· Work closely with the Bursary to obtain relevant figures and statistics and to reconcile fundraising revenue, ensuring departmental figures are correct. 
· To support the Director of Development with any administrative tasks as they arise. 
· First point of contact for general external enquiries.

B. Database and record keeping
· Responsible for entering and maintaining all donor records on the CRM, ensuring the database contains up-to-date, accurate, cross referenced and valid records.
· Recording and reporting on donor activity as directed.
· Responsible for maintaining financial data on the CRM, and production of financial reports as directed.

C. Research
· Conduct research for all current families, past parents and alumni.
· Conduct more in depth research for qualifying prospective individual, corporate and trust prospects
· Gather briefing and background information for face-to-face prospect meetings for the Director of Development.

D. Fundraising and Events 
· Assist with the planning and execution of all fundraising, stewardship and cultivation events for Alumni and past/current parents. 
· Assist in the implementation, stewardship and cultivation of the Caldicott regular giving scheme for lower- level donors, aiming to increase the number of lower-level donors annually and increasing their base level donations.
· Work with Front Office support colleagues in the facilitation of events for the department and encourage and support a culture of fundraising within the School.
E. General Duties: 
· Demonstrate an understanding of and commitment to Caldicott School values and ethos and mission and to promote these through everyday practice in the role.
· Comply with all legislative, regulatory and School policy requirements as appropriate.
· Comply with the Charity Commission Regulations and financial management procedures.
· Participate in School events including when these are held in the evenings, at weekends or otherwise outside of normal working hours.
· Undertake such other duties as may reasonably be required from time to time.

F. Safeguarding and Child Protection:
· To implement and adhere to best practice in safeguarding and promotion of the welfare of children and young people.
· To lead by example on good pastoral, safeguarding and child protection behaviours.




Signed:		_______________________________	
		Postholder	

Dated:		_______________________________
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