

	
	Job Description
Development & Alumni Manager



	Salary 
	Competitive

	Hours 
	42.5 hours per week 

	Work Pattern
	Full Time – Year Round (52 weeks)

	Contract Type 
	Permanent 

	Responsible To 
	   COO

	Responsible For 
	The Development Office & Alumni Programme

	Location 
	Kensington Olympia



The postholder’s primary function is to assist Governors & Headteachers to develop the School.

The Development and Alumni Manager reports to the COO and provides the governors, trustees & headteachers at each school with regular updates in appropriate formats.

Main Areas of Responsibility

· Development and Fundraising.
· Facilitation of the Friends of St James.
· Facilitation of the St James Alumni.
· Commercial outreach: Raising the profile of St James through high quality activities.
· Developing the School’s standing in the local community.

Principal Responsibilities

· Fundraising.
· Bursary fund.
· Building and enhancing relationships with parents.
· Promotion of the school through social media.
· Monitoring & updating social media platforms.
· The development office & department staff: direction, delegation, briefing, meeting and review.
· Maintaining an up to date overview of development office operations, systems & documentation
· Production of high quality materials including leaflets, magazines and posters etc.
· To be the primary point of communication for our internal & external stakeholders. 
· Responding by telephone, email and letter to all enquiries received. 
· Overseeing of the organisation, setting up, coordination and provision of a wide range of events, e.g. evening presentations, regular Development Office meetings, meetings with parents, Governors and significant donors. Administration and care of legacies and related events.
· There is a constant informal response to parents on a daily basis.
· A knowledge of and overseeing the coordination of all the events relating to the Friends of St James including attendance at meetings, production of agendas, any necessary written communication, e.g. bi-weekly cake sales, Autumn and Christmas fairs, auctions and balls, Barn dances, Art sales, second hand uniform sales, Sports Day refreshments etc.
· A clear view of the current contact with the alumni and keeping in up-to-date contact with the Alumni. This includes ensuring that the following activities take place:
· Updating the database
· Regular email and phone calls
· Organisation of events
· Face-to-face meetings



Communication & Relationships

· Rapid and professional response to clients on events to maximise potential bookings.
· Collaboration with Bursars on a weekly basis.
· Publication of events calendar & booking requirements.
· Ensuring compliance with procedures by all relevant parties. 
· Effective communication with internal staff and external stakeholders.
· Advertising of events using the School(s) websites.
· Co-ordination of events to enable school activities & external hires to take place.
· Liaison with Estates Managers on preparation & use of the buildings for bookings.
· Attention to Health and Safety related matters.
· Liaison with the Catering Manager regarding hospitality needs for events.

Other Responsibilities

· Administration, coordination of meetings (internal and external).
· Attendance at conferences & training to ensure necessary skills are up to date.
· Daily contact with parents, teachers and children.
· Regular contact with governors and a wide range of external bodies.

Person Specification: Development Manager

Applicants are required to demonstrate that they possess the following attributes:

· Excellent communication & organisational skills.
· Projecting a professional image that inspires confidence.
· Maintaining strategic diplomacy in all stakeholder engagements.
· Sensitive adherence to matters of confidentiality.
· Engaging personality with an ability to build trust and professional relationships.
· Experience of overseeing the design and delivery of events.
· Well-developed people management skills and experience.
· Attention to detail & quality in producing a wide range of corporate documentation & communications.
· Experienced social media controller for all posts, communications, electronic & printed matter.
· A passion for fundraising.
· Strong commercial initiative.
· Experience of organising & managing events.
· Numerate and competent at managing budgets.
· Excellent communication skills with stakeholders at all levels.
· Strong administration and record keeping skills.
· Intellect, tact and credibility to represent St James Schools at all levels across a wide range of audiences.


St James is committed to safeguarding the welfare of young people & expects all stakeholders to share this commitment.
The successful applicant will be subject to an Enhanced DBS check.
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