
	Fundraising Services Officer

Full time permanent role

Reporting to: Elisa Murphy (Head of Grants & Fundraising Services)


	Function of role

	The Fundraising Servies Officer will play an important role in supporting the Development team to deliver fundraising growth and to achieve annual targets. This role plays a vital part in supporting our fundraising efforts and contributing to the overall success of our fundraising initiatives.

	Accountabilities & Responsibilities

	
Administration
· Providing proactive and responsive support to the Development team, as required.
· Lead on the Development crediting process, ensuring that donors/sponsors are acknowledged according to their gift agreements and sponsor contracts, including liaising with the Marketing team and other internal teams about donor crediting requirements.
· Monitor shared department in-boxes and action responses in a timely manner.
· Assist the Head of Grants & Fundraising Services with the monthly management account process and accurate financial reporting.
· Submit invoices and create purchase requests into the HOGE finance system.
· To provide administration support for RADA scholarships and bursaries, as required.
· Book meeting rooms, compile meeting notes and undertake other administrative tasks as required.

Database Management
· To support the data migration of fundraising records into the Spektrix CRM database.
· Continuing to work closely with the fundraisers, helping to ensure that Spektrix data is kept up to date, accurate, and that useful reports are developed for the team.
· Comply with GDPR regulations regarding protecting personal data.
· Become a Spektrix super-user and move forward the development of the database.
· Assist in training team members in the use of Spektrix and other software regularly used.

Events
· Support the planning, coordination and delivery of internal fundraising and stewardship events.
· Work closely with the Head of Events to deliver a high-quality annual programme of engagement activities that support the department’s fundraising objectives.
· Assist with events and cultivation logistics, including invitations, communications, venue liaison, briefings, and post-event follow-up.
· Budget management for internal events. 
· Act as an ambassador for RADA at events, building positive relationships with alumni, staff and external stakeholders.

Prospecting and cultivation 
· Use the Spektrix database and other tools and techniques to expand the prospect pool for Trusts and Foundations, Individuals, and Corporate prospects.
· Undertake specific research projects on donors and potential sponsors as required, including managing the due diligence procedure.
· Attend regular prospecting meetings with the fundraisers to identify research needs, develop prospect pipelines and support prospect management.
· Work with the team to support the cultivation of lower-level prospects – up to £10k.
· Ensure best practice and adherence to legal requirements in all stages of the process including GDPR and due diligence.

Alumni engagement

· Support the delivery of the alumni engagement strategy, working with the Head of Supporter & Alumni Engagement to develop graduate communications and engagement plans.
· Deliver graduate engagement activities, including events, communications (bi-monthly newsletter) and surveys, to increase participation and strengthen relationships with RADA.
· Lead on regular graduate surveys, using insight to inform engagement and fundraising activity.
· Contribute to low-level fundraising from graduates and identify opportunities to develop future philanthropic support.
· Work with Marketing and Communications to create engaging graduate communications, fundraising appeals and storytelling content.
· Monitor graduate engagement and giving trends to inform the development of RADA’s alumni engagement strategy.

Other duties
· Assist at occasional evening events and represent the development team as an effective ambassador at all times.
· Take on any additional duties and responsibilities that may be reasonably expected within the terms of the contract
· Promote GDPR and Fundraising Code of Practice compliance across the team and strive for fundraising best practice
· Promote Equality, Diversity and Inclusion at all times and ensure they are at the forefront of your thinking when undertaking your responsibilities
· Comply with Health and Safety legislation and ensure you are up to date with RADA’s Health and Safety Policy. By accepting a role at RADA, you are acknowledging a commitment to RADA’s values and mission, and a willingness to contribute to the ongoing development of the same.








