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Job Description

Bristol Hospitality Network
Job Title: Fundraising Manager (Maternity Cover)

Weekly Hours: 2 days per week (15 hours); flexible working available 
Salary: £28,000 - £30,000 (pro-rata), dependent on experience
Pension: Defined contribution pension scheme (NEST) with 4% employer contribution

Location: Bristol Office (Easton) and home
Responsible to: Treasurer on Board of Trustees
Responsible for: All fundraising at BHN, alongside fundraising finance and contributing to communications at the charity. 
Purpose of role: 
The post holder will be solely responsible for ensuring the sustainability and managed growth of the organisation, focusing raising a target of £200k from voluntary income sources (primarily trusts and donor development). They will report to our Treasurer on the Board of trustees and work alongside the Operations Director. You will be responsible for line-managing the Office and Finance Manager. The post holder will also be required to contribute to BHN’s communications (via the website, newsletters and social media), develop other income streams and help manage fundraising finance (alongside our Office and Finance Manager).
Main Duties

1. Generate income from trusts and foundations and individual donors across a number of projects with a focus on large, multi-year grants (+£200k);

2. Be accountable to the Board of Trustees for the overall financial performance of the organisation;

3. Further develop and work to a funding strategy to source the funds to maintain the project and develop BHN services;

4. Work alongside project leads on monitoring and evaluation to evidence impact in fundraising and communications;

5. To line manage and provide supervision for the Office and Finance Manager and oversee their ongoing training/development;

6. Ensure that the core values of BHN are championed and enacted, as well as doing everything reasonable to protect the reputation of the organisation;
7. Ensure that BHN continues to actively listen to and be led by the voice of our members (destitute asylum seekers);

8. Together with the Operations Director, liaise with and maintain good relations with partner organisations including NACCOM/Refugee Forum/Bristol Refugee Festival/City of Sanctuary, including by attending steering groups and conference events to contribute to city-wide strategies and share good practice.

9. Together with the Operations Director represent BHN to the public, supporters and other stakeholders, including speaking at events to raise BHN's profile and attract new supporters and volunteer hosts.
Trusts and Foundations:

1. Lead on the management and record keeping of current grant funders and their reporting requirements;

2. Research and source new funders;

3. Write compelling, high quality funding proposals that are aligned with BHN’s plans and strategy;

4. Develop and adapt BHN’s funding Case for Support for different funders.
Individual Donors:

1. Plan and manage at least one appeal for funding, relating to current funding needs as decided with the Operations Director;

2. Manage The Big Give Christmas Challenge, from August 2021 to January 2022;

3. Research current donors (regular and one-off) to identify potential for increased giving.
Communications

1. Create a simple communications plan for the year;

2. Ensure that all supporters of BHN receive regular updates on our work and we communicate effectively via newsletters, social media, website etc.

3. Update the website pages accordingly;

4. Manage BHN’s Facebook and Twitter.
Financial Management

1. Work alongside the Office and Finance Manager to make sure all grants are recorded effectively;

2. Analyse financial accounting reports to monitor success in fundraising, with a focus on income projection, managing unrestricted and restricted income and monitoring income and expenditure against budget;
3. Management of the budget with support from the Treasurer and in collaboration with Operations Director and Office and Finance Manager.
Other
1. Report to the Board of Trustees bi-monthly;

2. Contribute towards the creation of the Annual Report and the yearly AGM event;
3. To ensure that BHN fulfils all of its legal obligations and acts according to its memorandum and articles of association (e.g. holding an AGM), to include regulatory and legal compliance such as Companies House filings;

4. Make recommendations for updates to policies and procedures regarding fundraising and communications as required, including as part of our regular policy reviews;

5. With the BHN Operations Director, ensure that BHN complies with Data Protection /GDPR requirements;
6. To work within the wider staff team of BHN, attend staff meetings and participate in training opportunities appropriate to the post;
7. To promote equality and human rights for asylum seekers, model anti-oppressive behaviour and implement BHN's Equality, Diversity and Inclusion policy;
8. To work within BHN's aims, objectives and policies;
9. To carry out additional duties in consultation with the line manager as are consistent with the responsibilities of the post;
10. Occasional evening and weekend working may be required by prior arrangement;

11. Stepping in to cover other roles (where transferable skills allow) will also be a requirement from time to time, due to BHN having a relatively small staff team
We welcome people from a variety of backgrounds, and are particularly interested in candidates who have lived experience of destitution and/or asylum.
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