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Job Description


	  Job Holder: 
JOB TITLE: DEVELOPMENT AND COMMUNICATIONS MANAGER
   
Base Salary: Kent Range 9 (28,328 – 32,399) depending on qualifications and experience of the successful candidate

Remuneration will be performance-linked, with a bonus payment available at the end of each academic year upon reaching set fundraising targets.
   
Contractual Hours: Full time all year (five weeks’ paid holidays)

Responsible to:  School Business Manager

Working closely with: Head Teacher, Senior Leadership Team and Chair of the Development Committee of Governors
   



	  
1. KEY AIMS AND OBJECTIVES

· Deliver specified aims as set out in the School Development Plan and associated action plans
· Increase funds for defined projects through fundraising campaigns, grants and other funding applications
· Increase funds for bursaries through legacies and corporate pledges 
· Promote the School Annual Fund to encourage greater giving from parents
· Enhance relationships with all stakeholders including students, staff, parents, the Friends of NK5, the Old Ashfordians’ Association and other alumni, the local community, local primary and secondary schools, local and national businesses, local and national government 
· Maximise all channels of communication to promote the School’s vision, aims, activities and achievements 





	     
2. PERSON SPECIFICATION
The successful candidate will: 
· Be dynamic, professional, positive and resilient 
· Have high expectations of both colleagues and students
· Have a capacity for sustained and targeted hard work 
· Have strong organisational and interpersonal skills 
· Be self-motivated and able to act independently on own initiative
· Have a clear understanding of accountability and line management 
· Have a firm commitment to Continued Professional Development both for self and colleagues
· Have experience of liaising effectively with external bodies and a range of stakeholders
· Be motivated by and able to work comfortably within a performance-related reward culture



	
3. PRINCIPAL ACCOUNTABILITIES:             

External and Internal Relations
· To engage with the local business community by keeping them informed of the school’s progress and activities and offering opportunities to get involved
· To develop strong relationships with the school alumni including The Old Ashfordians’ Association
· To cultivate strong relationships within the school with pupils and staff and advise on how new initiatives to enhance the school’s reputation can be supported with the help of third parties
· To recruit and organise fundraising volunteers of alumni, parents and Friends
· To organise appropriate events intended for cultivation and stewardship of donors

Fundraising 
· To develop a key understanding of the school’s ethos, vision and culture in order to illustrate that fundraising is an integral part of the school’s work
· To liaise with the Head Teacher and members of the SLT to involve them in key meetings and major gift activity
· To develop a systematic strategy towards donor cultivation  
· To identify major donors to support the school’s key development projects
· To build a culture of giving within the school community to support extra-curricular activities
· To deliver a creative and effective programme of stewardship events and communications in order to solicit and steward major donors for significant major gifts
· To build a calendar of other fundraising  projects across a spectrum of interests  tailored to different areas of the curriculum in collaboration with the Friends of NK5
· To promoting and enable visits of alumni and other community members to the school

Management
· To ensure that the appropriate systems are in place for gift administration, gift acknowledgement and stewardship of donors at all levels
· To maintain detailed records and analyses of giving, attendance and response levels to inform and sustain future fundraising strategy
· To ensure that the alumni and development database is kept up to date 
· To prepare income and expenditure forecasts and undertake cost/benefit analyses for all new fundraising initiatives as well as ensuring day-to-day control of the annual fundraising and special projects’ budgets
· To ensure all work and activities meet with the requirements of the Data Protection Act and other relevant legislation (including GDPR and the new Fundraising Regulator)
· Attend school events and activities to promote interest in recruiting wider community involvement and support for the school’s development ambitions
Communication
· To oversee the school’s programme of communication including its website and social media presence and to ensure that it is consistent with its ambitions for the future development of the school 
· To maintain regular and effective communication with the of all the school’s internal and external stakeholders and the wider community through the school website, newsletters, email/online communication, media and social media, and dedicated publications and prospectuses
· To oversee appropriate communication on behalf of the Old Ashfordians’ Association, Friends of NK5 Committee and other affiliated groups as part of the overall communication strategy
· To develop and regularly update the fundraising area of the website
· To produce the annual report for the school’s fundraising development programme, reporting on philanthropic activities and recognising donor and volunteer generosity
· To prepare regular reports to the Development Committee of Governors on progress and forecast outcomes
· To maintain swift and straightforward acknowledgement procedures for donors

If required, the Development and Communications Manager will be supported by, and have access to the school’s external advisers.




	4. SAFEGUARDING 
            The school is committed to the safeguarding of children; all employees will receive training on
            Child Protection and need to adhere to the School’s Child Protection Policy.

            

	5. HEALTH AND SAFETY

All employees are expected to take responsibility for the implementation of health and safety law                               in the area in which they work and to adhere to the school’s Health and Safety Policy.
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