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Further Particulars
This document includes information about the role for which you are applying and the information you will need to provide with the application.      
1. Role details
	Vacancy reference:
7029
Job title:
Legacy and Fundraising Assistant
Reports to:
Development Manager
Salary:
£17,677 - £19,822
Terms and conditions:                            Secretarial and Clerical
Grade:
GR4
Duration of post:
Permanent
Working hours:
Full Time
Location:
Development Office
Closing date:
Thursday 3rd March 2011
Type of application form accepted:         Long
Number of referees required:                  3
Unit recruitment contact:                        Mrs Juliet Padbury


2. Summary of duties
	Brief Outline of Post:

To provide administrative support to the Fundraising Programmes Team comprised of the Development Manager, Legacy Manager, Development Officer, Senior Development Assistant, and Development Assistant in support of the aim to generate income for The Open University.

Main description of duties of the post:
The main responsibilities comprise helping with the administration associated with legacies and donations to the University, and providing support to members of the Fundraising Programmes Team, including acting as the primary telephone contact for donation enquiries and legacy enquiries (when the Legacy Manager or Officer are unavailable). The post holder will also be in regular contact with alumni and donors through written correspondence, telephone and e-mail contact. 

1. Legacy Administration (50%)

· Receive and make telephone calls as necessary, acting as the primary contact for the Legacy team when unavailable. Calls will be logged onto the respective record in the alumni database

· Open Legacy post, date stamp, and log any incoming correspondence onto the alumni database – scanning personal written notes
· Produce legacy response letters and emails from pre written templates, alerting the Legacy team if any personal contact is required, amending some letters to tailor replies as appropriate
· Providing information to those wishing to leave legacies to the OU, or for solicitors acting on their behalf
· Under the supervision of the Legacy Manager, administer incoming legacies or notifications. This may involve liaising with academic departments or finance and with legator’s families. 

· Provide administrational support for the production, implementation and fulfilment of regular mailings, this will include printing, packing or inputting into the alumni database

· Assist at, and with, legacy events where required, helping to print and pack invitations, handouts, logging attendance and collating feedback into a pre-determined report style

· Create and maintain filing systems (paper and electronic)
2. Fundraising Administration (50%)

· Receive and make telephone calls as necessary, acting as the primary contact for donor queries. Calls will be logged on the alumni database
· Open fundraising post, date stamp, and log any incoming correspondence onto the alumni database – scanning personal written notes or Gift Aid declarations
· Checking the fundraising email inbox and responding to donor queries or passing on as necessary
· Produce the daily run of thank you letters (from pre determined templates on the alumni database), including direct debit advance notices, or thank you emails, ensuring immediate and accurate thanking for donors
· Acting as the administration assistant during telephone campaigns, including helping out with processing credit cards during shifts, ensuring prompt fulfilment of donations collected over the telephone, and ensuring pledge chase letters or emails are printed and posted daily. This will require attendance on occasion during evening or weekend shifts during campaign periods. 

· Assisting the Fundraising Programmes team in the logging of donor event attendees, producing regular updates to the team on attendance figures.

· Produce reports on campaign donation progress to the team weekly, providing support to the Senior Development Assistant to provide income and donor reporting to the Development Manager or Head of Fundraising where required.

· Responding to financial queries from the Finance department with regards to all donations, providing assistance where requested, asking the Senior Development Assistant or Legacy Manager for advice on queries. 

· Under the supervision of the Senior Development Assistant, assist with monthly maintenance of donations.

· Provide support to the Fundraising Team for outgoing correspondence including small mailings, ensuring postal deadlines are met, and correspondence is logged on the alumni database.

· Enter and update alumni records on the alumni or student databases, including personal data, donation details or other correspondence to the highest standards of accuracy.

· Ensure that personal knowledge is up to date regarding Gift Aid and Regular Gift Banking Procedures.

· Ensure that data is kept securely in accordance with the Data Protection Act and the University’s own guidelines on confidentiality.

3. Other Roles

· The other roles that will be part of this job will be to support the rest of the Development Team when they need it, and will usually, though not exclusively, fall into the areas outlined above.




3. Person specification
	Education and Qualifications

Essential 

· Educated to GCSE level (to include Maths and English) or equivalent  

Experience

Essential 

· Experience of working to deadlines, under pressure, and using own initiative to take decisions.

· Experience of customer care, and dealing with queries, complaints or information requests.

· Competent in the use of computers including experience of Microsoft XP packages, Word for Windows, Excel or equivalent software.

· Competent with office equipment such as telephone, photocopier, and scanner. 

· Has some experience of data input using a computerised database.

· Experience of working in a busy office environment.

Desirable

· Experience of working with sensitive information.

· Some fundraising knowledge.

· Experience of Direct Debits, Standing Orders and Tax in a fundraising / financial capacity.

· Familiarity with the data protection act.

· Experience of producing financial reports.

· Familiarity with VOICE (Student database).

· Familiarity with STRATUM (Alumni database).

Skills 

Essential

· Fast, accurate keyboard skills
· Ability to input information from a wide range of different sources
· Confident, courteous and able to develop good relationships with a wide range of people
· Professional and pleasant telephone manner
· Strong numeracy skills
· Ability to handle large volumes of work, which may be a routine or repetitive nature
Personal Attributes

· Is energetic and enthusiastic, with a positive attitude to all aspects of work.

· Organised and self motivated
· Is willing to exercise initiative, and suggest alternative solutions to problems

· Is tactful and discreet, comfortable dealing with personal and sensitive information relating to donations and legacies
· Is a “team player” with a flexible “will do” attitude to assisting in all aspects of the Development Office
· Is willing to learn new skills and attend training on fundraising and legacies, and has a pro active approach to their own development



4. Role specific requirements e.g. Shift working
	· Able to work weekends and evenings as required



5. About the unit/department

	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 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 consists of Fundraising Programmes that include legacy, alumni, high value (small trusts and foundations) and a major gifts area.  Between them the following are covered:

· 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

Fundraising Programmes, 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 Supporters’ Fund and other individual giving products.

· maximising tax effective giving in the donor base.

Affinity fundraising through:

· providing services to alumni, students and staff

· managing existing partnerships including the Open University  credit card. 

· 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.



6. How to obtain more information about the role or application process
	If you would like to discuss the particulars of this role before making an application please contact Louise Watson on 01908 659141 or email l.j.watson@open.ac.uk. 

	If you have any questions regarding the application process please contact Juliet Padbury on 01908 654765 or email OUDO@open.ac.uk.


7. The application process and where to send completed applications
	Please ensure that your application reaches the University by:  12 noon, Thursday 3rd March 2011
Post it to:

Name/Job title:     Mrs Juliet Padbury
Department/Unit:  Development Office
Address:               1st Floor Jim Burrows Building
                             Walton Hall
                             Milton Keynes

 Post Code:          Mk7 6AA
Or e-mail your application to: OUDO@open.ac.uk


8. Selection process and date of interview 
	The interview panel will be chaired by  Edith Prak.  The other members of the interview panel will be Louise Watson and Karen Hart.  The interview date is Monday 14th March 2011.
The selection process for this post will include an interview and a written test. 
We will let you know as soon as possible after the closing date whether you have been shortlisted for interview.  
Applications received after the closing date will not be accepted.
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