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DIOCESAN BOARD OF FINANCE
Job Description and Person Specification

[bookmark: _Hlk114230455]
	JOB TITLE
	Fundraising Manager

	REPORTS TO
	Director of External Relations 

	SALARY
	£38,000 - £45,000 per annum (depending on experience)

	HOURS
	35 hours 

	DURATION
	This is a 3 year fixed term contract for a full-time role

	LOCATION 
	Diocesan Office, Hillside House, 1500 Parkway North, Stoke Gifford, Bristol, BS34 8YU
The contractual location will be our Diocesan office in Stoke Gifford, however there will be an opportunity to explore and agree hybrid working arrangements which strike the right balance for the role holder and the Diocese. There may be the occasional need for out of normal office hours working (e.g. to attend events), for which time off in lieu will be granted. The role may involve travel throughout the Diocese Travel expenses will be reimbursed in line with the Diocesan Expenses Policy.



	JOB SUMMARY

	The Fundraising Manager plays a hands-on role in delivering effective fundraising and supporting the broader generosity and giving agenda across the Diocese. The role focuses on writing compelling funding bids, coordinating campaigns and donor stewardship, and supporting parishes to grow local giving. 
Alongside core fundraising duties, the postholder contributes to wider generosity related work by supporting parish engagement, assisting with data and insight gathering, helping coordinate team activities, and maintaining positive relationships with internal and external partners. 
This role suits someone energetic, organised, and motivated by helping churches flourish through strong fundraising practice and practical support. 



	KEY RELATIONSHIPS 

	· Director of External Relations 
· Generosity & Giving Team 
· Communications Team 
· Parishes, clergy, and lay leaders 
· Funders, trusts, foundations, community partners 
· Finance colleagues 



SAFEGUARDING
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the   welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. 
	MAIN RESPONSIBILITIES 

	SUPPORTING THE DELIVERY OF GENEROISTY AND GIVING PLANS 
· Contribute to implementing generosity and giving priorities through practical, deliverable actions. 
· Support activities that help embed a culture of generosity across parishes. 
· Assist with preparing updates, action plans, and progress summaries for internal reporting. 


	COORINATING INCOME GENERATION ACTIVITIES 
· Write compelling, high quality funding applications to trusts, foundations, and other grant makers. 
· Maintain a pipeline of prospects and research new funding opportunities. 
· Deliver diocesan fundraising initiatives including digital/seasonal appeals, small scale campaigns, and community challenge events. 
· Support development of legacy and in memory giving materials, events, and promotions. 
· Ensure strong donor stewardship, including timely reporting, thanking donors, and sharing impact updates. 

	ENGAGING AND SUPPORTING PARISHES 
· Provide practical fundraising support to parishes through toolkits, workshops, and one-to-one guidance. 
· Help build parish confidence and understanding of Parish Share through clear, accessible communication. 
· Contribute to developing resources that equip parishes to strengthen local giving. 
· Maintain positive, responsive relationships with clergy and parish leaders. 


	CONTRIBUTING TO TEAM COORDINATION AND COLLABORATION 
· Line management responsibility for two colleagues within the Generosity & Giving Team, ensuring they are well supported, motivated, and equipped to deliver high‑quality work. 
· Work closely with colleagues across the Generosity & Giving Team and External Relations to ensure smooth delivery of shared objectives. 
· Contribute to joint projects, communications plans, and cross team initiatives. 
· Promote a collaborative, supportive culture rooted in the Diocese’s values. 


	USING DATA TO INFORM WORK AND MONITOR IMPACT 
· Gather and organise data relating to giving patterns, campaign effectiveness, and donor behaviours. 
· Support preparation of monitoring, evaluation, and impact reports for grants and appeals. 
· Use insights to improve future fundraising and help shape practical recommendations. 

	SUPPORTING PARTERNSHIP AND EXTERNAL ENGAGEMENT ACTIVITIES 
· Maintain positive relationships with key funders, community partners, and diocesan stakeholders. 
· Assist with preparing materials and information for meetings, presentations, or events. 
· Represent the Diocese professionally at occasional external events, workshops, or networking opportunities. 




	PERSON SPECIFICATION
To enable us to shortlist in a fair and unbiased way it is helpful if you provide us with sufficient information to demonstrate how your skills and experiences meet or exceed the criteria outlined in the vacancy description.


	Attributes
	Essential 
	Desirable 

	Experience 
	· Demonstrable experience in hands on fundraising delivery. 
· Proven success writing funding bids to trusts and foundations. 
· Experience supporting local fundraising or stewardship in a charity, parish, or community setting. 
· Experience delivering donor stewardship, reporting, and impact updates. 
	· Experience within a faith based or diocesan context. 
· Experience creating fundraising resources or training materials. 
· Experience delivering campaigns or appeals. 


	Education/ Qualifications 
	· Level 3 qualification or equivalent experience. 
· Evidence of continual professional development. 
	· A recognised fundraising qualification (e.g., CIOF). 

	Skills/ Ability 
	· Strong bid writing, persuasive writing, and clear communication skills. 
· Ability to explain financial need and impact clearly to a range of audiences. 
· Excellent relationship building skills with parishes, partners, and funders. 
· Ability to manage multiple deadlines and work independently. 
· Confident facilitator able to support parish workshops and small group training. 
· Competent in using data to inform decisions and track progress.
	· Understanding of parish giving systems and church governance. 

	Personal 
	· Proactive, organised, and delivery focused. 
· Collaborative and empathetic, with strong listening skills. 
· Able to work effectively under pressure. 
· Committed to the Diocese’s values of openness, generosity, bravery, and creativity. 
· Respectful and comfortable working within a Christian ethos. 
· Willingness to travel across the Diocese and work occasional evenings/weekends. 
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