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THE OPEN UNIVERSITY

DEVELOPMENT OFFICE

Head of Fundraising (Ref: 3513)

 (Based in Walton Hall Milton Keynes)

Academic/Research Staff Grade 9 (£41,544 - £46,758 p.a.)

Three year contract
FURTHER PARTICULARS

CONTENTS CHECKLIST

You should find enclosed the following:

1. Divisional Information 


2. Job Description


3. Person Specification


4. Information: Benefits and Facilities


5. How to Apply


6. Application Form 


IF ANY OF THE ABOVE IS MISSING PLEASE CONTACT:

Mrs Deborah Ward
Development Office

The Open University

Walton Hall, Milton Keynes

MK7 6AA

e-mail: oudo@open.ac.uk

phone: 01908 653786

fax: 01908 655159

DIVISIONAL INFORMATION

THE DEVELOPMENT OFFICE

The Development Office is made up of the following functional areas:

· The Directorate provides the overall Unit management, and embraces the following functions:

· co-ordination of the relationship between the OUDO and the University’s various development and philanthropic fundraising activities

· negotiation with Deans and other Senior Managers on fundraising for projects that are approved by, supported by and owned by the university

· providing operational leadership and direction to the OUDO

· briefing the Chairman and Trustees of the OU Foundation, the Vice Chancellor and the PVC Strategy, Planning and External Affairs about fundraising prospects

· accompanying them or representing them in high-level fundraising visits to prospective donors, and drafting letters for them in respect of major fundraising projects

· briefing them on developments in the charity sector which might have an impact on the OU

· maintaining awareness of developments in the charity and higher education sectors which might have a bearing on the activities of the OUDO

· The Fundraising area is charged with soliciting gifts from donors, and includes:

· Prospect research and the cultivation of relationships with potential benefactors 

· Visits to and communication with companies, trusts and foundations

· Visits to and communication with individual prospects

· Legacy fundraising, including the solicitation of prospects for legacy gifts

· Alumni Fundraising, building the work of alumni relations to raise funds through:

· targeted mail e-mail and phone campaigns to recruit, retain and upgrade donors. 

· face to face contact with donors.

· promotion of legacies

· development of the Annual Fund and other individual giving products.

· maximising tax effective giving in the donor base.

· Affinity fundraising through:

· providing services to students, staff and alumni

· managing existing partnerships with a Beneficial Bank credit card, Hotel discounts, loan schemes and online wine offers. 

· developing new partnership opportunities

· maintaining customer service levels

· identifying and acting on marketing opportunities.

· Consultation with academic units with a view to supporting appeals for capital projects and research funding

· Fundraising events

· Ongoing donor cultivation

· The Alumni Relations area is custodian of the relationship with alumni. This embraces:

· Communications: providing alumni with information on their university through electronic, paper and face to face channels.

· Interactions: offering opportunities to continue a dialogue with the university and other alumni at a distance and face to face.

· Opportunities: developing and brokering opportunities for alumni to take part in volunteer and other activities to benefit the OU, and inviting them to consider a return to further study at the OU (in this regard the Alumni operation plays a major role in re-recruitment of students).

· Services: offering access to services of benefit to the alumni both within the OU (e.g. careers) and external (e.g. commercial deals such as Credit card) to justify the ongoing relationship.

· The Data Management area is concerned with running and maintaining the database. This team supplies the datasets for all mailings and maintains the records.  

OUDO specific:

· Facilitating the increased OUDO activity such as mailings, data records and major gifts by constantly evaluating and enhancing the OUDO database.

· Facilitating the increase of activity in Major Gift’s usage of the OUDO database and ensuring that all additional enhancements are completed.

· Continuing the system development of Web, email and e-survey activity, in order to support the Alumni and OUBS “E – activity”.

· The continued formalisation of relationships with CIRCE ensuring the transfer of data, procedures and processes are enhanced and updated regularly.

· Maintaining serviceability of the OUDO database. 

OU specific:

· Providing Marketing and OU Faculties with data on alumni in support of mailings and retention activity. It must be noted that the OU relies on the OUDO CRM database to collect and provide this data.
· The current functionality of the OUDO CRM system has and continues to be referred to as a benchmark for future developments on the OU CRM system.

Job Description

POST NUMBER:
3413
POST TITLE:
Head of Fundraising (Grade 9)
UNIT:
Development Office
Post holder reports to:
Director of Development: formal reporting
Operations Manager: informal reporting in respect of major cross-unit projects    

Staff reporting to the post-holder:

2 x Major Gifts Fundraisers
Grade 8

Research Officer


Grade 7






Alumni Fundraiser Manager
Grade 8

Legacy Officer

Grade 7

High Value Alumni Fundraiser
Grade 7

2 x Fundraising Assistants
Grade 5
Main Purpose of the Post:
Working with the OU's Director of Development and in co-operation with other senior staff, the Head of Fundraising will:

1. Provide leadership for the Development Office’s Fundraising activities

2. Advise on the development of future campaign strategies

3. Manage the Fundraising team in OUDO

4. Set fundraising targets and be accountable for the Fundraising team’s income and expenditure

5. Set standards and create the process necessary to facilitate open and ethical accounting procedures for donors and the Open University Foundation trustees

6. Recruit, develop and manage Fundraising staff and manage related HR matters

7. Contribute to the development of  OUDO wide strategy and unit planning, 

8. Specifically develop and articulate the  OUDO fundraising strategy, incorporating Major Gifts, a Legacy programme and Annual giving

9. Oversee the development of, and manage the support structure for, a comprehensive programme of activities in the interests of developing relationships with existing and prospective donors, in line with OUDO Strategic goals

10. Work closely with and support the Alumni Relations Team in the cultivation of the Alumni Community for fundraising purposes

11. Work closely with the OUDO database staff to maximise prospect and donor information

12. Co-ordinate the Fundraising team’s activities with various alumni and students’ events and other OU departments, faculties and regions

13. Be a member of the OUDO Committee of Heads, and in that capacity provide advice and support to the Director in the overall management of OUDO

14. Report to the OU Foundation trustees through the Directorate

Description of Duties of the Post:

Leadership of the Fundraising operation   –    50%

1. Provide strategic direction for the development of a robust and challenging fundraising strategy that is aligned with the University’s short, medium and long-term plans centred on a compelling case for support.  This includes responsibility for forward planning and policy development, including the production of a rolling operational and financial plan, which each year forms part of the overall Development Office Unit Plan

2. Identify, develop and exploit new fundraising opportunities nationally and internationally 

3. Generate significant philanthropic income in support of the University’s fundraising  priorities

4. Be responsible for the day to day management of a Fundraising operation which :

· delivers tangible and intangible benefits to its donors, friends and the University

· engenders a sense of pride and satisfaction in its donors, friends and staff

· grows and strengthens the expertise of the Fundraising team

· offers to donors further opportunities to support the aims of the University

· increases the University’s profile as a worthy recipient of support, and adds lustre to the OU's brand and image

· improves and updates knowledge of the OU and its achievements

· supports and enhances the university's alumni relations programmes in respect of fundraising activity

Develop and Manage a Sustainable Fundraising and Communications Strategy   -   20%

1.
Develop a fundraising and communications strategy to maximise sustainable net voluntary income and raise awareness of the University’s aims

2. Develop and implement an integrated strategy to secure funds from trusts, companies and individual donors

3. Develop a marketing and communications strategy to ensure that stakeholders and donors receive consistent quality information congruent with their strategic aims

4. Build up a knowledge base to support major funding projects and an enhanced Fundraising campaign

5. Grow and develop a fully integrated donor cultivation, acquisition and stewardship programme across all fundraising disciplines

6. Continuously monitor and review the delivery of the fundraising and communications strategies to ensure maximum income generation 

7. Collaborate with the Alumni Relations team and other University members in the organisation of appropriate Fundraising events 

8. Collaborate with the OUDO Marketing and PR officer in the development and execution of the aforesaid strategy and activity

Management of Business Processes, Control and Risk Management   –   20%

1. The provision of advice, support and appropriate controls to ensure the implementation of OU policy across the Fundraising team.

2. In consultation with the Operations Manager, the monitoring of budget expenditure and re-forecast activity in the Fundraising area.

3. Ensuring adherence to agreed plans and spend of the budget in the Fundraising area. 

4. Ensuring that appropriate Management Information is in place to inform business decisions, planning and execution in the Fundraising operation.
5. Monitoring delivery of the sub-Unit plan and analysing / addressing non compliance. 

6. Recruiting, developing and managing Fundraising staff and consultants as required.

7. Keeping informed about relevant developments in the HE Fundraising sector. 

The support of Unit-wide policy and strategy   –    10%

1. Be a member of the OUDO Committee of Heads, and in that capacity:

· represent the Heads’ decisions to the Fundraising team

· represent Fundraising team needs and aspirations to the Heads

· participate in regular Heads meetings

2. Be an ambassador for OUDO in general and the Fundraising operation in particular, by participating in workshops, seminars, meetings and conferences, and presenting lectures and presentations both internally and externally.
PERSON SPECIFICATION
Education/Qualifications (e.g. academic, technical & professional education & training (e.g. apprenticeship, traineeship etc)
Essential
Minimum Bachelor’s Degree

Desirable

Relevant certificates or diplomas demonstrating specific further training and education in fundraising

Work & Other Relevant Experience (including training)
Essential

Minimum five years of professional fundraising experience either in Higher Education or in the Charity Sector

Desirable

Evidence of ongoing professional development in fundraising

Personal Qualities and Abilities (e.g. initiative, leadership, ability to work on own or with others)

Essential

Strategic thinker with demonstrable leadership qualities

Strong interpersonal and communication skills

Exceptional verbal and written communication skills 

Desirable

Strong collaborative energetic individual with seasoned fundraising skills

Ability to prepare high-level proposals, reports and correspondence

Other (e.g. Special circumstances such as unsocial hours, travelling, accommodation or physical requirements (if any) appropriate to the job)

Essential

Ability to work at a senior level with Heads of Units and Deans and with a broad array of donors and executives

Results-oriented individual with the ability to cultivate prospect relationships

Desirable

Commitment to the goals and mission of The Open University

THE OPEN UNIVERSITY 
The Open University transforms lives through education.  It has become by far the largest university in the UK, now teaching well over 200,000 people every year.  We have expanded our activities throughout Europe and our highly rated teaching materials are used by other institutions in many parts of the world.  We are consistently achieving high rankings both in research and teaching quality assessments.

Teaching is through the provision of specially designed, high quality, materials encompassing traditional print texts, television, video, CD-ROM, internet and electronic conferencing together with first class personalised tuition, learning feedback and support.

The success of the Open University is due to our outstanding staff.  There are around 4,500 staff plus over 7,000 Associate Lecturers.  Staff and potential staff are treated solely on the basis of their merits, abilities and potential, regardless of gender, colour, ethnic or national origin, age, socio-economic background, disability, religious or political beliefs, family circumstances, sexual orientation or other irrelevant distinction.

We are also committed to the development of our staff to their full potential through lifelong learning, offering a range of formal and informal training and development activities to ensure that staff are able to perform their jobs to the best of their abilities and to help meet individual and University objectives.  Our objective is that all staff undertake a minimum of 5 days development activity in each year.

BENEFITS AND FACILITIES

This sheet provides a flavour of staff benefits and facilities.  Full details will be available 
when you join us.

STAFF DEVELOPMENT

We have a strong commitment to providing training and development in and beyond your current role.  This includes thorough induction into the organisation and regular reviews of your training and development needs.  The objective is that all staff should undertake at least five days’ development activity in each year – this may include attendance at formal courses or other learning e.g. use of self-study material.  We invest substantial time and money in our staff development provisions and we waive fees for staff wishing to study our own courses.

LEAVE

The annual leave entitlement is 30 days (33 days for academic, academic related or research staff) in addition to all bank and other public holidays and an additional 3 days at Christmas when the University is closed.

STUDY LEAVE

Permanent Central Academic staff (and those on contracts of 2 years or more) are entitled to study leave on full salary for research or other approved academic purposes for two months in each leave year.  For Regional Academic staff the entitlement is to study leave on full salary for two months within each period of two years completed service.

PENSION SCHEMES

Staff have the option of contributing to a Final Salary pension scheme and the University contributes around 14% of salary.  Full details will be sent with any offer of employment but any preliminary enquiries should be addressed to the Pensions Section, Human Resources (01908) 652431 or 652957.

RELOCATION EXPENSES

Staff are normally expected to live within a reasonable travelling distance of their place of work.  The University will make a grant for expenses necessarily incurred for removals and disturbance, within certain rules and subject to a maximum payment.  Full details will be sent with any offer of employment.  The removal grant does not apply on appointments of less than two years duration.

FAMILY FRIENDLY POLICIES

· Female staff are entitled to maternity/adoption leave for a period of 26 weeks, with full pay for the first 18 weeks, subject to minimum service conditions.  Female staff have the right to return to work at any time within 52 weeks of the maternity leave start date, again subject to certain conditions.

· Male staff are entitled to a maximum of 10 days paid paternity leave in connection with their wife’s/partner’s confinement in any one leave year in addition to normal leave entitlement, again subject to certain conditions.

· Pre-School Childcare Subsidy; we have a means-tested childcare subsidy scheme.  Those eligible are provided with a Childcare Voucher that can be used as part payment for the care of children under 5 years of age.  For further information about the scheme contact the Human Resources on (01908) 655050.

MILTON KEYNES BASED STAFF

· Nurseries:  The Mulberry Bear Day Nursery & Pre-School is a purpose-built nursery on the Walton Hall campus. It is an independent charity supported by The Open University and managed by parents. OU staff applications are given priority and whilst there are full and part-time places are available now, there may be a waiting list in some age groups. For further information, please telephone Milton Keynes (01908) 653867, email mulberrybear-enquiries@open.ac.uk or see their website at www.mulberrybear.org.uk
· There is also a Borough of Milton Keynes nursery at nearby Kingston where the OU has reserved places. There are a number of other nurseries in the Milton Keynes area. 

FACILITIES

· Catering facilities providing meals, snacks and drinks

· Open University Club (offering a number of club and society events, sports and social outlets).

· Occupational Health Department (located on site at Walton Hall) provides professional advice to individuals and managers on all work related health issues.  

· Natwest;  Bank sub branch on site at Walton Hall

· Shop selling general provision on site at Walton Hall

Local Education:  Information on local schools can be obtained from the Learning and Development Directorate, Milton Keynes Borough Council on (01908) 253489or visit their website at: www.mkschools.net.

SMOKING POLICY
Please note that smoking is banned in all working areas and many of the recreational areas.
HOW TO APPLY

The following guidelines are designed to help you submit a job application in line with our requirements.

COVERING LETTER OR SUPPORTING STATEMENT

Your covering letter or statement should clearly identify how you meet the person specification.  Please ensure you provide relevant examples as evidence to support your statements.

You will need to read carefully any specific instructions concerning what should be included in your application (this will be in the additional information you have concerning the job).  Please ensure you comply with these instructions, as if you do not the panel will not shortlist you.

The selection panel will consider how well the information you provide demonstrates that you meet the capabilities identified in the person specification.

CURRICULUM VITAE (CV)

If using the short (two-sided) version of our application form please enclose an up-to-date CV with your application for employment (please note CVs will not be accepted on their own).  This should include details about the following, where applicable.  


· Secondary and higher education (dates, educational establishment, examinations, results/grade and thesis titles if applicable).

· Other technical, professional or occupational training/courses attended (dates, provider, type of training, subjects studies and qualifications attained).

· Membership of professional institutes or societies.

· Employment history (dates, details of your present and past employers, positions held with brief details of duties, final salary and reason for leaving.).  Please start with your present or most recent appointment.  Remember to include unpaid or voluntary work as well as paid employment.  
· Details of relevant publications (for academic posts)
Please remove any information from your CV that might give an indication of your race, religion or belief, or sexual orientation, as these details are irrelevant to your application.

Once completed, you must sign and date the application form to confirm that the information and any attachments are correct.


DISABLED APPLICANTS

Disabled applicants whose skills and experience meet the essential requirements of the job will be interviewed. Please let us know if you need your copy of the further particulars in large print, on computer disc, or on audio cassette tape.

Access details for disabled applicants are available from 

PROOF OF ELIGIBILITY TO WORK IN THE UK

Candidates will be required to provide their eligibility to work in the UK by producing verifiable documents.  Details of the required documents will be sent to the successful candidate at the written offer of employment stage.
RETIREMENT AGE

The Open University operates a normal retirement age of 65. Applications can only be accepted from people up to the age of 64 years and 6 months at the time of their application. This is in line with the Employment Equality (Age) Regulations 2006.
INTERNAL APPLICANTS ONLY – INFORMATION ABOUT REFERENCES

When completing the ‘Referees’ section of the application form please ensure you specify your Head of Unit as your ‘current employer’, as s/he is responsible for providing this reference of nominating an appropriate alternative referee.

Please be advised that the employing unit is responsible for requesting references from your referees.

COMPLETED APPLICATIONS SHOULD BE RETURNED TO:

Mrs Deborah Ward (ID: 3513)

Development Office

The Open University

Walton Hall

Milton Keynes

MK7 6AA

The envelope in which you return the application form should be marked ‘Private and Confidential’.

If you wish to send your application electronically, please email oudo@open.ac.uk
Closing date for application: Thursday, 19th April 2007
Applications received after this date will not be accepted.

INTERVIEW PANEL AND DATE OF INTERVIEW
The Interview Panel will be confirmed at a later date.
Interviews will be held at Walton Hall – to be advised
You will be asked to take a short test as part of the selection process.
We will let you know as soon as possible after the closing date whether you have been shortlisted for interview together with details of the interview format.
RECRUITMENT PROCESS
If you have any comments or concerns about any stage of the recruitment process, please write to the Director of Development, address as above.
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