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King’s College


King’s Parade


Cambridge  CB2 1ST


Tel:  01223 331216


Fax: 01223 331195


Job description

	Department:
	Development Office
	Job code:
	DV-OA-13

	Job title:
	Operations Assistant
	Date:
	March 2013

	
	
	
	

	Organisation chart:
	
	

	
	Director of Development
	

	
	(
	

	
	Deputy Director of Development
	

	
	(
	

	
	OPERATIONS ASSISTANT
	

	
	(
	

	Purpose of job:
	· To support, develop and further the mission of the Development Office, particularly as it relates to maintaining effective constituent relations
· To support the Development team in the administration of the Development Office.


	Responsible to:
	Deputy Director of Development
	Grade:
	Manager

	Responsible for:

	N/A

	Grade:

	N/A


	Qualifications:
	· Qualified to A-level standard or equivalent experience.


	Skills and competencies:
	· Ability to analyse information and data effectively
· Ability to establish and meet annual and longer-term individual and team goals in support of the mission of the Development Office
· Ability to input data accurately and to an agreed standard
· Ability to prioritise and meet goals and timelines and to work well under pressure
· Ability to work collaboratively with the Development team, with multiple supervisors and within the College as well as independently
· Ability to work with a wide range of constituents, including students, donors and volunteers
· Excellent attention to detail
· Excellent communication and inter-personal skills
· Excellent computer skills, including Excel and Word, and an aptitude for IT and maths
· Integrity is vital
· Knowledge of database management; familiarity with Raiser’s Edge preferred
· Tactful and diplomatic
· Being flexible, adaptable and having a sense of humour


	Work experience:
	· At least one year’s experience in a professional office setting is preferred
· Experience of a fundraising environment or with Raiser’s Edge would be beneficial


	Duties and responsibilities
	
	Time and frequency

	1
	Provide general office assistance and coordinate projects relating to gift administration and reporting, fundraising campaigns, operations and publications.  General office assistance includes answering phone calls, generating letters and responding to emails, maintaining contracts and consulting reports, checking internal charges, processing credit card gifts, processing bills and invoices, taking and entering events registrations, maintaining events budgets, scheduling meetings. 
	Daily

	2
	Maintain accurate and timely constituent, gift and other information in Raiser’s Edge and in keeping with an agreed on standard; general iModules maintenance and project support as needed
	Daily


	3
	Maintain the Members outlook calendar with events, projects deadlines and staff time out, as well as monitoring all general office email accounts as requested
	Daily


	4
	Assist with administrative and scheduling support for the Deputy Director and the Director of Development
	Daily

	5
	Produce, maintain and distribute student Hail and Farewell packs and Member benefits material
	Daily / Monthly

	6
	Maintain an inventory of all Development office stationery and order stationery as requested; co-ordinate printing and publications
	Daily/Weekly


	7
	Work collaboratively within the College and in partnership with the University, other Colleges and Cambridge in America and external partners and vendors 
	Ongoing


	8
	Perform ad-hoc work requests and assist with events, operations, special projects and office administration as required 
	As required


	Confidentiality:
	· Discretion and confidentiality required in dealing with sensitive and confidential information on a regular basis
· Adherence to the Data Protection Act


	Contacts:
	· Fellows, Students, Staff, Members of the College and collegiate Cambridge
· A range of College guests, from dignitaries to researchers, tourists and the general public
· Local community and suppliers; vendors


	Accuracy:
	· Accuracy in the presentation and content of all work
· Accuracy in the recording, maintenance and retrieval of data


	Responsibility for cash, purchasing or physical assets:

	· Collection of registration or other fees and gifts – by cheque, cash and credit/debit card


	Mental, visual or physical strain:

	· Potential for visual strain through continue work with VDU/PC (as normal for job role)
· Potential for physical strain while:
· Carrying event boxes and packages; placing signage
· Dealing with event guests (elderly, disabled, intoxicated)



	Other information:

	Participation in events and meetings sometimes requiring travel and held out of normal working hours is required.



	Comments or supporting statements from the Director of Development.

	If you are unsure at any point in time of Health and Safety systems in place, you have a responsibility to ask and ensure you are aware of all in house training and systems.



This will be part of a legal binding contract in conjunction with the terms and conditions set out 
in the offer letter and the staff hand book.

Please sign below if you understand and agree to accept the job as described above.

	Applicant’s signature:
	
	Date:
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