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Post:

Corporate Partnerships Officer 
Responsible to:

Fundraising Manager
Responsible for:

Corporate Partnerships Assistant 
Main purpose of job: 
To generating and grow income by engaging with companies and developing corporate partnerships. Plan and oversee exceptional account management to maximise supporter loyalty and value across all fundraising activity. 
Main Duties and Responsibilities:
· To generate and grow income from corporate partnerships (including but not limited to, donations, gifts in kind, sponsorship employee fundraising and payroll giving), in order to meet corporate fundraising income targets;
· Work creatively to generate new ideas for corporate partnerships and to research the feasibility of those ideas;
· To grow the number of active partnerships through research and networking in the region and making direct approaches to new potential corporate partners;
· To develop corporate fundraising proposals and to deliver them as engaging presentations or formal written proposals, as required;
· Develop professional and profitable long term working relationships with corporate supporters, providing excellent levels of donor care to maximise their retention year on year;
· Actively contribute to the development of the Income Generation Business Plan and budgets as directed by your manager;
· Co-ordinate the delivery of corporate fundraising activities and campaigns within agreed deadlines and to budget; 
· To undertake an appropriate level of research and due diligence, in line with the Hospice policy on corporate partnerships, to minimise the risk of financial or reputation damage;
· Keep accurate and comprehensive records, including maximising use of the fundraising database, and use these records to report on corporate fundraising activity and performance as required;
· Work in conjunction with the Marketing Officer to plan effective on-brand marketing for all corporate fundraising initiatives, including print, online and press activity where appropriate;
· Ensure appropriate risk management of corporate volunteers, including the completion of risk assessments, liaison with Hospice insurers and the provision of safety briefing;
· To actively recruit new fundraising volunteers and to assist with the briefing, supervision and retention of existing volunteers and helpers;
· Contribute to the evaluation of all initiatives and campaigns, as part of a continuous cycle of self-improvement; 
· To be compliant at all times with all current and relevant legislation; including: 

· ensuring compliance with the Code of Fundraising practice and championing best practice in fundraising; and 
· ensuring the legal, accurate and consistent storage and maintenance of personal data. 
· To work closely with the rest of the Income Generation Department, sharing leads and knowledge to maximum effect;
· Contribute to the development of appropriate policies and procedures for fundraising; and
· To undertake other fundraising responsibilities as reasonably requested.
Team Development
· Manage the Corporate Partnerships Assistant (and volunteers) including effective day to day supervision;

· Effectively allocate work, checking that it is delivered to agreed standards;

· Effectively line manage the performance of the Partnership Development Assistant and carry out annual appraisals in line with Hospice policy, including the identification of appropriate training;

· Monitor, disseminate and implement changes necessary due to changes in legislation or regulation, ensuring team members maintain up to date knowledge and awareness of relevant changes; and

· Ensure team members work to agreed objectives and are clear about expected standards of performance, are motivated and adequately trained and developed to carry out their roles.

General Duties and Responsibilities 

· All employees are required to abide by the Health and Safety at Work Act, attend annual mandatory training sessions and ensure they comply with Hospice policies and procedures at all times;

· Employees must demonstrate commitment to their own personal development and are required to make a positive contribution to fundraising and raising the profile of the Hospice;

· Strict confidentiality applying to all aspects of Hospice business must be observed at all times.

The tasks and responsibilities outlined in this job description is not exhaustive and the post holder may be required to undertake other tasks in agreement with their line manager.
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Person Specification

Corporate Partnerships Officer
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE
A minimum of 2 years experience of providing excellent account management/corporate customer care, evidenced by providing tailored support to a large portfolio of clients

Proven track record of generating new business to meet targets

Experience of compiling income and expenditure budgets

Experience of working in a charity fundraising environment
Successful track record of developing others (towards targets)
	√

√
√
	√
√

	Application Form/Interview
Application Form/Interview
Application Form/Interview
Application Form/Interview

	KNOWLEDGE

Up to date knowledge of fundraising legislation and regulation

Competent in MS Office applications including: Word, Powerpoint, Excel

Experience of using a customer relationship management database 
Local knowledge of the Hospice’s geographical area
Car driver with use of own car
	√
√
√
	√
√


	Application Form/Interview

Application Form/Interview
Application Form/Interview

	SKILLS/ABILITIES

Proven to communicate confidently and professionally (written and oral) with individuals of varying levels of seniority to gain support, build rapport and maintain relationships
Proven ability to effectively juggle competing demands and prioritise workload to support achievement of targets
Enthusiastic and self motivated to achieve beyond targets

Effective people management skills

Demonstrates flexibility and willingness to work outside office hours as required
	√

√

√

√

√
	
	Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

	PERSONAL ATTRIBUTES
Positive professional approach and image when representing the Hospice
Personal drive and resilience, with ability to cope with rejection

Demonstrates empathy with aims and objectives of the Hospice in delivery of work
Car user with license and use of own car

Physically fit enough to lift and carry event equipment
	√

√

√

√
√
	
	Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview


The Five Towns Plus Hospice Fund Limited. Registered Charity No. 514999

Registered in England and Wales. Company No. 1797810

Page 1 of 4
	The Five Towns Plus Hospice Fund Limited. Registered Charity No. 514999

Registered in England and Wales. Company No. 1797810

	6



	Document Name: Corporate Partnerships Officer - Role Profile and Person Specification
	Ref: 

	Author: Sharon Batty
	Status: Draft

	Approval Date:  
	Issue Date: 

	Version: 1
	Review Date:  


Page 1 of 4

