
 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  

JOB DESCRIPTION 

Job Title Development Manager 

Job Holder TBC 

Responsible to: Development Director 

Responsible for: N/A 

Hours: 35 hours a week 

Salary Band: £27,500 - £34,000 

 

Main Duties: 1. Support the Development Director in the identification of opportunities, 
the development and submission of proposals and funding 
applications. 

2. Support the sales/development of all fundraising activities at 
Foundation of Light. 

3. Manage relationships with existing and new business supporters, 
ensuring that supporters receive high-quality support.  

 
1.Support the Development Director in the identification of opportunities, the development and 
submission of proposals and funding applications. 
 

• Meet targets as set out in the FOL fundraising strategy 

• Submit funding bids, sponsorship proposals, contract and other tender opportunities on 
behalf of the charity 

• Support the growth of new income streams, and opportunities for new partnership working 
with key organisations across all sectors 

• Generate new FOL business leads, helping to close the gap between new and repeat 
business income in the favour of new income 

• Develop and grow the FOL membership schemes 

• Undertake market research and benchmarking 

• Understand and develop new FOL products/CSR packages, for example business training 
sales and environmental packages 

• Develop innovative presentations 

• Work with Altruism staff to cross sell products and programmes 
 

 
2.Support the sales/development of all fundraising activities at Foundation of Light. 
 

• Support with planning, coordinating and delivering upon all fundraising activities at 
Foundation of Light. 

• Identifying and initiating contact with businesses who have not previously supported 
Foundation of Light, with the aim of generating income through staff-led fundraising; 
participation in fundraising events and campaigns; corporate sponsorship, membership and 
donations; and cause-related marketing. 

• Managing relationships with existing business supporters, ensuring that supporters receive 
high-quality support – maximising the money raised alongside their engagement and 
increasing the likelihood of supporter retention or repeat support. 

• Identifying and initiating contact with lapsed business supporters. 

• Acting as the main point of contact for all initial incoming enquiries from potential and existing 
business supporters and responding appropriately. 

• Managing all aspects of FOL’s existing corporate membership scheme. 

• Monitoring all income received from businesses and ensuring that agreed targets are met. 

• Proactively identifying opportunities to use corporate volunteers to support FOL’s work. 

• Achieve Income Targets - ensure financial goals are met through effective sales strategies. 

• Sales Pipeline Management - maintain and promote opportunities for sponsorship and 
partnerships. 

• Conduct competitor analysis to enhance our offers and pricing. 

• Lead negotiations to overcome barriers and secure sales. 

• Identify and apply for opportunities for funding through Trusts & Foundations. 

• Identify and implement new commercial opportunities at the Beacon of Light and Foundation 
of Light. 

 



  
3.Manage relationships with existing and new business supporters, ensuring that supporters 
receive high-quality support. 
 

• Build relationships with new and existing partners 

• Donor manage some existing partners including producing visibility reports and impact 
statistics 

• Drive growth of those partnerships by understanding best practise and utilising partner 
expertise 

• Where required lead on stakeholder surveys and analysis 

• Identify PR opportunities  

• Attend networking events, working groups and strategic boards where required 

 
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:  
 

• Be an excellent and engaged member of the Commercial Team 

• 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 

• 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 

• 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  

• 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 

• Keep up to date with relevant reports, trends, policies, strategies and practices at local, 
national and international level  

• Produce accurate ad hoc reports as requested 

• Contribute to the Self-Assessment process and work to the agreed objectives for your team 
and the organisation 

 
Equality, Diversity and Inclusion Statement: 
The Foundation of Light (FOL) promotes Equality, Diversity and Inclusion and challenges all forms of discrimination 
through its internal operations and in the delivery of its services in accordance with and commitment to the 2010 Equality 
Act. The FOL protects the rights of individuals and advances equality of opportunity for all.  It demonstrates the FOL’s 
commitment to continuous improvement in EDI to create meaningful and sustainable change.   
 
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, 
Interview, 

Observation) 

Skills and Abilities:  

Communication – oral and written E CV 

Negotiation E I 

Story telling E I 

Presentation E I 

Interpersonal and relationship building E CV 

Networking E CV 

Research, horizon scanning and benchmarking E CV 

Business intelligence E CV 

Strategic thinking D CV 

Time management E CV 

Event management D CV 

Personal Attributes:  

Self-motivated, able to use own initiative, confident and 
persistent  

E CV 

Commitment to the Foundation of Light’s objectives 
and values  

E I 

Positive and enthusiastic E I 

Punctual and reliable E I 

Commitment to personal and professional 
development 

E CV 

Non-judgemental, open-minded attitude E I 

Flexibility in working, and positive approach to change E CV 

Able to work in the evenings and at weekends if 
required 

E I 

Employs a creative and imaginative approach to 
working (agility) 

E I 

Knowledge and Understanding:  

Balance between persistence and pressure E I 

Motivations for charitable giving D CV 

Legalities when working for a charity D CV 

Experience:  

2 years in a similar role E CV 

Sales E CV 

Contract management E CV 

Writing funding applications E CV 

Qualifications (or equivalent):  

Current driving licence  D CV 

 

 



 
  



 



 


