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JOB DESCRIPTION 
 
Head of Philanthropy 
 
30 hours per week £33,000 pro rata £26,400 

 
Accountable to:  Chief Executive 
Priorities of the post will be based on the Business Plan priorities and targets for 
philanthropy development and overseeing the professional services to donors, research and 
business relationships.  Liaison with future and existing donors, Trustees and other 
members of the Philanthropy Team. 
 
Key Relationships: Chief Executive, Staff in the Philanthropy Team, Staff in the Grants Team, 
Finance Manager, SYFAB Team, Business Support Manager, volunteers and interns, 
Chairman of the Board and Trustees. 
 
Job Purpose 
Reporting to the Chief Executive and the Future Funds and Communications Development 
Committee, the postholder will be responsible for the development and delivery of the 
Foundation’s Fund Development strategy.  This will include securing income against agreed 
targets by developing long term relationships, attracting new donors, donor care, dormant 
trust transfers and securing legacies from a full range of current and potential donors. 
 
The allocation of duties may change over time at the discretion of the Chief Executive. 
 

• Directly line manage and lead the Foundation’s Philanthropy Team, including leading 
on team meetings, work priorities and job appraisals 

• To grow the endowment through identifying and introducing new fund holders 

• Contribute to development of the Foundation’s strategy and business plans 

• Lead on developing the Foundation’s Fund Development strategy and policy with 
support of the Chief Executive and Chair of the Future Funds and Communications 
Development Committee and the Chairman of the Board 

• Lead and manage the implementation of the Foundation’s philanthropy 
development activities under the direction of the Chief Executive 

• Lead on the activity of the Future Funds and Communications Development 
Committee, through regular meetings and liaison with individual Trustees 

• Continuously improve the Foundation’s internal fund development and donor care 
processes to maximise efficiency and effectiveness 

• Monitor performance of income generation and fund development against the 
Foundation’s strategy and income targets 

• Report to the Chief Executive and Board regarding Fund Development 
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• Ensure that the database and other records are kept up to date with relevant 
information 

• Lead on specific development projects as and when required in these areas 

• Deputise for the Chief Executive as and when required 

• Lead on the production of the annual Vital Signs Report 

• Work closely with the Head of Grants to ensure that the activities and processes of 
the Philanthropy and Grants Team are fully aligned and integrated 

 

KEY RESPONSIBILITIES 

 
Secure new income against targets from a range of donors, both prospects and existing 
donors 

• Work with Trustees, CEO, Chairman and the Future Funds and Communications 
Development Committee to identify and research prospective donors 

• Co-ordinate activities aimed at building relationships with donors and prospects 
including the involvement of trustees and ambassadors 

• Build, manage and nurture relationships with donors and assist them with developing 
strategies for giving, supporting their philanthropic interests 

• Prepare briefs, scoping documents, legal documentation and SLAs for community benefit 
funds, flow through grants programmes and donor agreements as and when required 

• Lead on the coordination of donor reports and visits to donors 

• Implement, with the Marketing & Communications Manager and other staff as 
appropriate, a range of communications and activities to solicit income including a 
programme of high-quality events 

• Oversee a donor care programme including management of named funds 

• Work with the Corporate Relationships Manager and Communications and Marketing 
Manager to ensure that donors receive high quality feedback about their funds and 
opportunities to see the impact of their donations 

• Prepare funding proposals, bids or project plans as required, for example to individual 
donors, trusts or statutory bodies 

• Lead on the transfer of dormant trusts, liaising with all relevant stakeholders 

• Build a platform for legacy giving 
 

Increase the profile of SYCF as a vehicle for local philanthropy/social impact 

• Head on the development and production of SYCF’s annual Vital Signs Report with the 
Communications and Marketing Manager 

• Build relationships with Trustees and individuals acting as Ambassadors for the 
Foundation 

• Develop awareness of the Foundation services amongst professional firms and maintain 
relationships with individual professional advisors 

• Lead for the Foundation on the Professional Adviser’s Steering Group, working with the 
Group on raising the profile of the Foundation 

• Work with the Communications and Marketing Manager to develop relevant materials 
and publicity 

• As required, by the CEO represent the Foundation at events and to senior stakeholders 
across South Yorkshire 
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• Deputise for the Chief Executive as and when required at public speaker events, 
networking or interviews 
 

Management responsibilities 

• Manage and lead the Philanthropy Team 

• Manage staff and volunteers from time to time whose duties relate to fund development 

• Provide training and support to trustees, staff and volunteers involved in fund 
development 

• Manage specific posts as delegated by the Chief Executive in line with the organisation’s 
structure 

 
Communications 

• To proactively represent South Yorkshire Community Foundation in South Yorkshire in all 
areas of its activity 

• Act as an effective ambassador for the Community Foundation, maintaining high-level 
relationships with voluntary and community groups, existing and potential donors, 
influential persons and other external contacts 

• Organise and attend meetings, South Yorkshire Community Foundation functions and 
events 

• To work with the Communications and Marketing Manager to prepare information and 
promotional materials 

 
General 

• Work in accordance with the values, policies and procedures of South Yorkshire’s 
Community Foundation 

• Attend training and other personal development events as required 

• Assist the Chief Executive in keeping the Board of Trustees informed on progress and 
developments in relation to the Fund development 

• The post holder will need to be flexible and adaptable and undertake such duties as may 
be reasonably requested from time to time by the Chief Executive  

• Carry out other duties appropriate to the role and responsibilities as may be delegated 
by the Chief Executive 

 
Salary and Conditions 

• The job is likely to involve travel within South Yorkshire area and sometimes beyond. 

• The post is 30 hours pro rata, normally within office hours, but occasional evening and 
weekend work is necessary.  

 
Team communications and reporting 

• No team member works in a vacuum and it is essential that you communicate your 
needs to other team members and liaise with them where information needs to be 
shared 

• There are regular reporting needs ad hoc, monthly, quarterly and annually and it is your 
responsibility to provide timely and accurate information to team members where 
required 

• We all work within the framework of our values 
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Office Maintenance  

• Always using DIGITS and other internal systems as agreed, keeping them up to date and 
accurate 

• Take a fair share of office administration tasks such as opening the post, answering the 
‘phone etc 

• Take a fair share of the tidying and cleaning the office 

• Keep desks tidy and organised and make sure someone else knows how to find their way 
around your work in case of absence 

 
Our Mission Statement 
What our Foundation is here to do for you: 

• Deliver effective, efficient and targeted grant-making into communities that need it 
most, through a whole variety of funds from donors, trusts and other sources. 

• Work with businesses, philanthropists, trusts, the public sector and the third sector and 
other bodies to help them achieve their charitable aims and, particularly as money gets 
tighter, to make the most of every single charitable penny they invest in our 
communities. 

• Provide detailed intelligence on the state of our communities and how our grant making 
is improving lives and improving aspirations and opportunities for all ages and sectors.  
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HEAD OF PHILANTHROPY 
PERSON SPECIFICATION 

 
1. Essential Experience 

• An experienced networker, with an ability to build high level relationships with a 
diverse range of stakeholders, especially high net worth individuals, professional 
advisors and senior people in large companies 

• Significant experience of raising income with a proven track record in soliciting and 
securing large gifts from individuals or companies 

• Experience of creating and managing income generation or similar strategies 

• Experience of working with volunteers or trustees  

• Experience of organising and promoting events relevant to income generation 
 

2. Essential Skills  

• Experience of the direct line management of people 

• Excellent interpersonal skills with the ability to build warm, professional 
relationships with a wide range of people, especially high net worth individuals  

• Excellent written and verbal communication and presentation skills 
Ability to carry out research and present timely and relevant information 

• Ability to organise time and work priorities, self-administrating, using initiative and 
not being afraid to ask for assistance when required 

• Ability to work as a member of a team, including a shared responsibility for 
motivating self and others 

• Excellent IT and information management skills, in particular experience of using 
Word, Excel, Outlook and Social Media 

• Ability to work under pressure 

 

3. Essential Attitudes, Values and Personal Qualities 

• Demonstrates commitment to the mission and values of South Yorkshire’s  
Community Foundation, including equality and diversity 

• Demonstrates commitment to the Foundation’s role in promoting effective 
philanthropy, providing a service for major donors and providing sustainable 
support for the voluntary sector in South Yorkshire 

• Demonstrates passion about providing a first-rate service to donors and the 
community 

• Positive, resilient and supportive of others 

 

4. Other Circumstances 

• Full driving licence with access to own car but willingness to use public transport 
when it is more economical for SYCF to do so 

 

5. Desirable Experience  

• Experience of working with High Net Worth Individuals 

• Experience of public speaking 

• Experience of marketing and/or service development 


