JOB PROFILE 
          L’Arche Belfast Grant Writer and Fundraiser                                           


	Role Profile:                    L’Arche Belfast Grant Writer and Fundraiser


	Reporting to:
	Community Leader


	Background:
	L’Arche Belfast offers supported housing and day opportunities services, within the context of an intentional community, to people with learning disabilities from the greater Belfast area.  We are currently in the process of developing a new site, the “L’Arche Village”, where our day opportunities programmes will be based.  
L'Arche Belfast was successful in securing a grant from the Dormant Accounts Fund, which gives us the means to employ a part-time Fundraiser for three years.  This will be a three-year fixed term contract, with the possible option to extend if fundraising targets are met.


	Responsible for:
	· Taking the lead to identify, apply for, and report on suitable grant funding which will support the development of our work, with the assistance of our Leadership Team. 

· Maintaining and increasing our list of regular monthly donors.
· Engaging with local businesses, schools, churches, etc. to raise awareness of our work and request their support.
· Engaging with potential corporate sponsors.

· Engaging other staff, volunteers, and core members (service users) in fundraising activities, to develop a sense of shared responsibility for fundraising across the whole organisation.

· Supporting the Leadership Team to fully implement our Communication Strategy, in particular to increase our social media presence.



	Key Performance Measures:

	· High success rate with grant applications and increased income from grant funding.
· Steady increase of regular monthly donors.

· Meeting agreed fundraising targets.

· Increased public profile both locally and on social media.



	

	In fulfilling this role, the job holder undertakes the following activities:
· Take the lead to identify and apply for suitable grant funding with support from the Leadership Team and key staff members; take the lead in ensuring that reporting requirements for all grants are met.
· Maintain contact with existing regular donors and provide them with updates about the work that they are supporting.
· Increase our base of regular donors, utilising our current contacts and creating opportunities to make and enlist new contacts.
· Take the lead in developing a plan to approach and engage with local businesses, schools, community groups, and other potential sponsors, enrolling key staff and core members/project participants in the presentation of our work and requests for support.
· Take the lead in ensuring that L’Arche Belfast develops and maintains an active and engaging social media presence, with assistance from key staff and (where appropriate) core members and project participants.
· Provide support and advice to our “Friends of L’Arche” group, which engages in fundraising activities.

· Assist the Leadership Team to plan and execute any “Community Events” which involve an element of fundraising.
· Ensure that all fundraising activity the organisation undertakes is compliant with fundraising regulations and the law and is in line with best practice.

· Develop the organisation’s fundraising potential with regards to legacy giving.

· Represent the organisation externally as required, enrolling the assistance of staff, volunteers, and core members/project participants if appropriate.
· Participate in regular supervision and annual appraisal processes, and own professional development.
JOB DESCRIPTION REVISION: 
This job description is intended to provide an outline of the key tasks and responsibilities only. There may be other duties required of the post holder commensurate with the position. The responsibilities may be amended, after discussion with the post holder, to take into account the development of both the post and the organisation. All members of staff should be prepared to take on additional duties or relinquish existing duties in order to maintain the effective running of the organisation.



PERSONNEL SPECIFICATION
	Experience and Skills:

	Essential or Desirable
E/D


	At least three years’ experience working in a similar role.

	E

	Previous experience with successful grant writing.
	E

	Working knowledge of fundraising regulations
	E

	Valid Driving License
	E

	Relevant qualification in fundraising (e.g. Diploma in Fundraising from the Chartered Institute of Fundraising).


	D



	Experience with and/or an understanding of working with people with learning disabilities


	D



	Competencies:

	

	Strong leadership and people skills

	E

	Ability to work independently and as part of a team
	E

	High energy individual who has the ability to motivate and engage others
	E

	The ability to take a participative approach
	E

	Excellent communication skills and the ability to communicate well with diverse groups

	E


	High level of perseverance, and the ability to apply effective time management to meet deadlines 
	E



	High expectations of performance, and ability to deliver on targets


	E



	Ability to present a consistently professional image through attitude, behaviour and personal appearance


	E



	High level of perseverance, and the ability to apply effective time management to meet deadlines.
	E


KEY:
E = Essential criteria/competency for the post

D = desirable criteria/competency for the post

Vetting
The successful applicant will be asked to declare all pending prosecutions, convictions, cautions and 

bind-over orders and their name will be submitted to Access NI for a check to be carried out 

TOIL

There is no entitlement to overtime payment to reflect the requirements of the post. However, you are entitled to receive time off in lieu for hours worked in excess of your normal working week. 

Equal Opportunities Policy

L’ARCHE BELFAST is an equal opportunity employer. The aim of its policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of nationality, race, ethnic origin, gender, marital status, age, sexual orientation, disability, religious belief or political opinion, nor should they be disadvantaged by conditions or requirements which are neither justified nor relevant to the job. 

Hours: 20 hours (Occasional evening work may be required)
Starting Salary:  £13,332 p.a. (pro rata -- £25,000 Full Time)
Contract Type:  Fixed Term (3 year contract)
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