
 

 

Fundraising Manager  

Sunderland  

£28,000 - £34,000 

Full Time  



 

 



 

 



 

 



 

 



 

 



 

 



 

 

JOB DESCRIPTION 

Job Title Fundraising Manager (Trusts, Legacy and Repeat Giving) 

Job Holder  

Responsible to: Chief Commercial and Fundraising Officer 

Responsible for: N/A 

Hours: 35 hour per week  

Salary Band: £28,000 - £34,000 

 

Main Duties: 1. Managing resources to deliver projects or programmes  
2. Operational planning and day-to-day performance 

management  
3. Monitoring budgets and outputs within area  
4. Support compliance 

 
1. Managing resources to deliver projects or programmes  

 

Coordinates teams and resources to support the effective delivery of projects and 
programmes. 
Key Responsibilities include: 

• Lead the delivery of the Trusts & Foundations, Legacy Giving and Repeat Giving 
fundraising programmes to achieve agreed income targets. 

• Research, identify and cultivate new funding opportunities from charitable trusts, 
foundations and grant-making bodies. 

• Prepare compelling funding applications, proposals, budgets and impact reports. 

• Develop and deliver legacy fundraising campaigns and supporter journeys to 
increase gifts in wills. 

• Design and implement repeat and legacy giving donor retention and acquisition 
strategies to maximise supporter lifetime value. 

• Build and maintain positive relationships with funders, legacy pledgers, donors and 
professional advisers. 

• Work collaboratively with programme teams to develop funding propositions that 
align with Foundation priorities. 

• Maintain accurate fundraising records and manage pipelines using the 
organisation's CRM system. 

 

2. Operational planning and day-to-day performance management  
 

• Deliver annual fundraising plans and activity schedules aligned to the Foundation's 
fundraising strategy. 

• Manage a pipeline of trust applications, donor stewardship activities and legacy 
prospects to ensure income targets are achieved. 

• Monitor fundraising opportunities, application deadlines and reporting requirements. 
• Work collaboratively with colleagues across the Foundation to gather information, 

measure impact and produce high-quality funding reports and applications. 
• Develop engaging supporter communications and stewardship activities that 

encourage repeat donations and long-term engagement. 
• Represent the Foundation at networking events, meetings and funding 

presentations as required. 
• Contribute to wider fundraising initiatives and organisational projects. 

 

  



3. Monitoring budgets and outputs within area  
 

• Monitor and report against agreed income targets, KPIs and fundraising budgets. 
• Produce regular pipeline, income and performance reports for the Chief Commercial 

and Fundraising Officer. 
• Evaluate fundraising campaigns using donor data, retention rates and return on 

investment. 
• Ensure accurate forecasting of income from trusts, legacy giving and repeat giving 

activity. 
• Identify opportunities to improve fundraising performance and diversify income 

streams. 

 
4. Support compliance  

 

Supports compliance with financial, regulatory, and organisational requirements. 
Key Responsibilities include: 

• Ensuring departmental activity complies with Foundation policies and relevant 
legislation, including safeguarding, GDPR, health and safety, and equality and 
diversity. 

• Ensuring employee mandatory training is completed and recorded on PeopleHR. 
• Maintaining accurate income and supporter records, supporting reporting to 

regulators, funders, and Trustees. 
• Conducting regular audits of fundraising processes, supporter records, and working 

practices. 

 
Other duties: 
 

You will be required to undertake other duties from time to time as required.  
Any potential permanent changes to your role will be discussed, and agreement reached 
prior to being undertaken. You will be notified of any permanent change in writing.  In 
addition to your normal duties, you may be required to undertake additional or other duties 
as necessary to meet the needs of the Foundation of Light. 
Staff are required to work with volunteers in a way of mutual respect and commitment to 
organisational goals and objectives. This includes staff who do not directly supervise 
volunteers but may engage with them within the organisation. 

 

 
Behaviour and professional expectations: 
 

• Maintain working practices in line with Foundation of Light Equality and Diversity, 
Health and Safety and Safeguarding policies; self-awareness of own responsibility 
in these areas  

• Embed EDI and safeguarding in all aspects of work 

• Assist in data collection and analysis providing accurate management information 
systems for data led decisions 

• Ensure regulatory and legislative requirements are met at all times 

• Conduct should reflect the Staff Behaviour Policy (Code of Conduct); uphold 
Foundation core values (as shown below) at all times 

• Maintain the highest level of professionalism and confidentiality. 

• Attend working groups and CPD session as required 

• Build strong internal relationships and work in collaboration with colleagues to 
achieve the end goal 

• Ensure positive organisational messages and culture are maintained 

• Contribute to good housekeeping across all Foundation sites and equipment 

• Follow the laid down policies and procedures at all times 

• Work within the established administrative and financial systems to ensure smooth 
running and quality of projects 

 



 

Equality, Diversity and Inclusion Statement: 
All individuals will be treated equally and fairly in the application of this procedure. All reasonable 
requests to accommodate requirements in terms of age, disability, gender reassignment, marriage and 
civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation will be 
made. 
 
Safeguarding Statement 
We expect all staff, volunteers and partners to share our commitment to maintaining a culture of 
vigilance, and believe that all staff, volunteers and partners have a responsibility to report any concerns 
about the welfare of any child, young person or adult at risk. 
 
Foundation of Light Values: 
Innovative, Passionate, Excellence, Collaborative, Integrity, Agile. 
 
 
 
 
 
 
 
 
 
 

 



 



 

 

 

PERSONAL SPECIFICATION 

 
Requirement 

Essential 
(E) or 
Desirable 
(D) 

How 
Assessed 
(CV, I, 
Observation) 

Skills & Abilities 

Excellent oral and written communication skills E CV / I 

Strong planning, organisation, and multi-tasking skills E CV / I 

Ability to work on own initiative and manage workload effectively E CV / I 

Strong interpersonal and relationship-building skills E I 

Creativity and innovative thinking E I 

ICT and administrative competence E CV / I 

Group work facilitation skills E I / O 

Ability to manage people and resources E I 

Ability to work under pressure and to tight deadlines D I 

Negotiation and conflict-handling skills D I 

Personal Attributes 

Self-motivated, confident, and persistent E I 

Commitment to Foundation of Light’s objectives and values E I 

Positive, enthusiastic, punctual, and reliable E I 

Commitment to personal and professional development E CV / I 

High aspirations and standards for quality E I 

Open-minded, flexible, and non-judgemental E I 

Willingness to work evenings and weekends as required E I 

Creative and imaginative approach to problem-solving E I 

Current driving licence D CV 

Knowledge & Understanding 

Proven experience securing income from trusts and foundations. E CV/I 

Experience developing and delivering legacy and repeat 
fundraising strategies. 

E CV / I 

Excellent bid writing and proposal development skills. E I 

Experience of donor stewardship and relationship management. E I 

Experience using CRM systems to manage fundraising activity. E I 

Experience of digital fundraising campaigns. D CV 

Knowledge of GDPR and the Code of Fundraising Practice D CV 

Experience of digital fundraising campaigns. D CV 

Experience 

Minimum 3 years’ experience in a senior fundraising role E CV 

Experience of budget planning and monitoring E CV / I 

Experience of strategic planning and delivery E CV / I 

Experience in communications and stakeholder engagement E CV / I 

Experience of tracking ROI and impact of campaigns E CV / I 

Confidence in engaging diverse stakeholders (public and trusts) E I 

Experience in the charitable sector D CV / I 

Experience using CRM systems or fundraising software D CV 

Qualifications 

GCSE (or equivalent) in Maths and English E CV 

Degree (or equivalent level/experience) in a relevant subject E CV 

Full UK driving licence D CV 

 

 



 



 



 



 



 



 



 


