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Charity No:1143513 / Company no 6886781
PO Box 70420, London NW1W 7QL
020 7034 0303/0304

October 2015
Dear Applicant,

Thank you for your interest in the advertisement for the post of Fundraiser at Woman’s Trust.

Please find enclosed the following:

· Application form

· Job Description

· Person Specification

· General information 

· Equal Opportunities Monitoring Form

· Equal Opportunities Policy

Please note when completing your application that CV’s are not accepted. 

Woman’s Trust is looking for employees who fulfil the essential criteria set out in the Person Specification, please address each of these criteria in your application giving actual examples of related experience whether in work or otherwise.  If you are unsure as to whether you meet the criteria please call our office and we will be happy to help.

The closing date for applications is Monday, 9th November 2015 at 12pm, midday. Interviews will be held on Thursday 19th November 2015.  

Unfortunately Woman’s Trust’s resources are limited. Therefore only successful applicants will be notified, if you have not heard from us within 2 weeks of the closing date your application has been unsuccessful. 
Please return via email to recruitment@womanstrust.org.uk.
I look forward to receiving your application.

Best wishes,

Heidi Riedel
Chief Executive Officer
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Application the post of Female Fundraiser
Confidential

Please note this post is open to female applicants only – Section 7.2(E) of the Sex Discrimination Act applies

	First Name


	
	Second Name
	

	Address



	Telephone


	Home                                            Work


	Do you have any special needs or disabilities – if yes please describe
	

	Date from which you could take up the position if offered
	

	Where did you learn about this post?
	


Please give the name of two referees, one should be your current or most recent employer.

1.






2.

	Name


	
	Name
	

	Address


	Address

	Telephone
	Home                                        

Work
	Telephone


	Home

Work

	Email 


	
	Email
	

	Relationship to Applicant
	
	Relationship to Applicant
	


Declaration

The facts set forth in this application are, to the best of my knowledge, true and complete.

	 Signature


	
	Date
	


Educational History (and training relevant to this post)

	Dates
	College/University
	Qualifications obtained

	
	
	


Current or most Recent Employment

	Dates
	Organisation
	Job title
	Main Areas of Responsibility

	
	
	
	


Employment History (paid & voluntary)

	Dates
	Organisation
	Job title
	Main Areas of Responsibility

	
	
	
	


	Days Sick Leave in last 12 months


	


Please set out below the skills, abilities and experience that make you suitable for this post: 

	


Please continue on a maximum of two additional A4 sides if necessary

Please briefly answer the following questions

Why do you think women stay in violent relationships?

	


What do you think are the main issues for women who have been or are in violent relationships?

	


What kind of support do you think needs to be provided to women working with these issues?

	


What do you think might be the needs of staff working with women affected by domestic violence?

	


Please return via email to recruitment@womanstrust.org.uk 
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Fundraiser


Job Title

Fundraiser

Hours


21 hours per week subject to the availability of funding

Salary 
£13,800-£16,200pa depending on experience (£23,000-£27,000 pro rata), plus 3% matched pension contribution on successful completion of probation

Length of contract
One year, renewable subject to availability of funding

Responsible to

Board of Trustees 

Line Managed by
Woman’s Trust’s Chief Executive Officer (CEO) 

Location

Based at Woman’s Trust Offices at Edgware Road, NW1

Job Purpose
To research appropriate funding streams and secure new funding for the organisation. To maintain excellent relationships with current and new funders. 


On a day-to-day basis responsibilities include drafting, editing and submitting funding applications, researching funding opportunities, building effective networks with key funders, building up a knowledge base of suitable funding bodies, co-ordinating the submission of grants and the reporting process, dealing with fundraising queries and working closely with the CEO, fundraisers, the Reporting Officer, Finance Manager, lead managers, project staff and volunteers, and to ensure a joined up approach towards fundraising.

Responsibilities

1.
Research 
1.1
To identify, and create and maintain, a comprehensive database of potential trusts, foundations, corporates, statutory funding opportunities, donors and procurement portals donors, whose giving matches the aims and objectives of the organisation and its 5 year strategic plan.

1.3
To set up a Fundraising plan and pipeline for applications together with other fundraisers and report progress to the CEO on a quarterly basis.

1.4 
To support organisational awareness of key strategy and development in the area of domestic violence.


2. 

Fundraising applications
2.1
To raise £80,000 in new income in the first year.

2.2
To ensure that all funding applications/tender submissions are researched, developed and  presented to the highest possible competitive standard with all relevant and appropriate information requested, including budgetary and statistical user information.

2.3
To ensure that all applications are submitted in a timely manner.

2.4
To ensure that all funding applications made, match the criteria specific to each funder.


3.  
Communications

3.1
To ensure that all fundraising queries are responded to quickly

3.2 
To build effective relationships with key trusts.

3.3 
To present clearly and effectively to all trusts on the organisation’s outputs

3.4 
To work with volunteers to support the fundraising function

4. 
Reporting

4.1 
To work with the Reporting Officer, lead managers, fundraisers, Finance Manager, volunteers and CEO to meet all deadlines for reporting on contracts and grants

4.2 
To update the fundraising database on a regular basis

4.3 
To support the preparation of, or prepare reports for funders and donors in a timely fashion, ensuring all deadlines are met and scheduled in advance

5. 
Promotional & Development Work
5.1 
To be responsible for promoting and advertising Woman’s Trust’s services and liaising with other organisations 

5.2
To develop links and partnerships with other agencies who have an interest in supporting our work, with a long term potential for scoping and preparing joint bids

6. 
Office Administration
6.1
Deal with written and telephone fundraising enquiries to Woman’s Trust quickly and appropriately

6.2
Liaise with the CEO in the production of the organisational Annual Report.

6.3
Co-ordinate and maintain all systems and record keeping relevant to the fundraising function, ensuring that confidential files are properly secured


7. 
Strategy and Development

7.1
With the CEO, fundraisers, Finance, and Fundraising Sub Committees, implement the Woman’s Trust Fundraising Strategy. 

7.2
Work closely with the CEO and fundraisers to ensure that funding is secured by working to set targets

7.3
To provide/collate information and budgets for fundraising applications, supported by the Finance Manager.

7.4
To develop, where appropriate, joint and partnership bids with other service providers

7.5
With other fundraisers, to support the recruitment and management of fundraising volunteers

8
General

8.1   
To represent Woman’s Trust at meetings and conduct all work in a way which reflects the aims and principles of Woman’s Trust. 

8.2
To abide by Woman’s Trust policies

8.3 
Participate in individual line-management supervision

8 .4 
Attend relevant training as agreed by the Board of Trustees

8 .5 
Undertake other duties as reasonably requested by the CEO or Trustees

Person Specification

Essential

Experience

1.1   Proven experience of raising a minimum £50,000 per annum for 2 years from mixed funding sources including trusts and foundations, corporates, statutory or donors.

1.2   Previous  experience of writing proposals, communications and reports, editing and proof reading

1.3   Excellent written and interpersonal skills, including diplomacy, sensitivity and negotiation skills

1.4   Outgoing, proactive approach to day to day responsibilities

1.5   Excellent organisational skills and attention to detail

1.6   Excellent numeracy and financial analysis skills

1.7   Excellent research skills

1.8   Ability to work effectively in a small team

1.9   Ability to prioritise and work to tight deadlines

1.10  Ability to understand and distil complex information quickly and accurately

1.11  Self-motivated and able to work innovatively in a busy working environment

Knowledge

1.1 
Awareness of domestic violence issues including its effects on women and children

1.2 
Understanding of the issues of confidentiality and record-keeping and the ability to put this into practice

1.3 
Understanding and awareness of anti-discriminatory issues and practice

Skills

1.1   Good communication skills – in person , on the telephone, in writing and in meetings

1.2   Good interpersonal and team working skills

1.3   Ability to propose, initiate and develop new ideas

1.4   Ability to contribute to strategies for the future

1.5   Ability to cope under pressure

1.6   Ability to critically evaluate own work

1.7   Ability to work on own initiative – set and meet targets and deadlines and organise own time

1.8   Ability to operate as a lone worker within the support structures of Woman’s Trust

1.9   Ability to manage own admin and maintain Woman’s Trust’s systems

1.10 Ability to use Microsoft word, Access, Outlook, Excel, PowerPoint and the internet or ability to develop these skills

l Attitudes

1.1   A commitment to working within Woman’s Trust’s ethos

1.2   A commitment to anti-discriminatory practice and a willingness to implement Woman’s Trust’s Equal Opportunities policy at all levels

1.3   A sensitivity to the circumstances and needs of clients and commitment to working to empower women who have experienced domestic violence to make choices and decision for themselves.

Desirable

1.4   Knowledge and experience of the financial and legal requirements of a small charity

1.5    Knowledge of the range of statutory and voluntary agencies and services with which women experiencing domestic violence might come into contact 

1.6    Knowledge of institutional donors, foundations and grant making charities relevant to domestic violence, social care, and/or health setting.
EQUAL OPPORTUNTIES POLICY
1. Statement of intent

a. Woman’s Trust is actively committed to oppose all forms of discrimination on the grounds of race, culture, sexuality, HIV status, mental health, class, religion, disability, age, marital status, political affiliation, and immigration status.

b. Woman’s Trust is committed to taking positive action to combat all direct or indirect discrimination against clients, counsellors, staff and Management Committee members.

c. Woman’s Trust is committed to its Equal Opportunities Policy being realised in practice and will continue to amend and update when and where it is necessary and appropriate to do so.

d. Woman’s Trust aims to be an equal opportunity employer and has a policy for this purpose. Woman’s Trust aims to provide an environment free from harassment and inequality. Woman’s Trust values diversity and believes in providing an environment which promotes fairness, dignity and respect for everybody within all day-to-day dealings

e. The Equal Opportunities policy will respect all relevant legislation including those detailed below:

Equal Pay Act 1970

Rehabilitation of Offenders Act 1974

Sex Discrimination Act 1975

Race Relations Act 1976 and amendment 2000

Employment Act 1990

Human Rights Act 1998

Disability Discrimination Act 1995

A copy of the policy is available from the Woman’s Trust Office
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Woman’s Trust is a woman only, woman-led charity based in Westminster providing free counselling and support services to women in London who have or are experiencing
 domestic violence. 

Counselling Service

18 one to one counselling sessions with a professional counsellor. The service is open to all women who are, or have been affected by domestic violence, targeting in particular, those women who are unable to fund this support themselves. Woman’s Trust can advise and refer women who do not fall into this category to other services. Counselling sessions offer a time to explore feelings and talk through difficulties in a safe, confidential and non-judgemental environment.

Support Groups 

Support groups run on a weekly basis, specifically for women who have an experience of domestic violence. These groups give the opportunity to share experiences, talk about feelings and create support networks in a friendly and confidential environment. Groups have no more than 8 women run in blocks of 8 on a weekly basis.
Personal Development Workshops 

Personal development workshops provide women with information and experience about different topics. They are one day or half -day events, each covers different topics which women have told us they would like to lean about. Workshops provide an opportunity to learn in depth about a subject that may help women with the difficulties they face. A maximum of 20 women attend a workshop.

How to contact us.

Women who want to access the support and counselling service can phone us direct for an appointment. We will accept a referral from someone else on a woman’s behalf as long as she has given her consent and knows that the contact is being made.

Contact details
There are no drop-in facilities at our office – always phone first for an appointment.  The office is usually staffed from 9.30am to 5.00 pm Mon-Fri.  We are a small organisation and are not always able to answer the phone, all messages are returned as promptly as possible.

Woman’s Trust’s ethos and approach
The provision of client-led services is central to the ethos of WT. Women who use our services have a central role in deciding and approving developments and changes. WT uses a number of consultation methods both with women who currently use our services and those who are past users including exit questionnaires, self-esteem questionnaires, feed-back from groups and counselling sessions. Women are asked to comment on any changes and developments in our services. This information is discussed within the staff team and at Management Committee meetings so that future developments can be influenced.

Staff use a consultative approach with women on all aspects of Woman’s Trust work and services are only developed or changed in conjunction with the women who use them. Being able and committed to delivering services in this way is essential for staff and volunteers working at WT.

This method of working ensures that services are appropriate to the real needs of women affected by domestic violence.

Many women affected by domestic violence tell us that they experience high levels of self-blame for the violence or abuse, lack of self-esteem and confidence. By providing a person-centred response WT is able to support women to explore their experiences in a positive way and to build on their existing skills and achievements.

Women affected by domestic violence do not always get a positive response from individuals and/or agencies they approach for help. Women are often met with disbelief and made to feel that it is somehow their fault. One of the most common myths about domestic violence is that the woman ‘must have done something to deserve or cause it’. Working in a consultative and person-centred way helps to ensure these negative messages are not reinforced.

Woman’s Trust, West End House, 37 Chapel Street, London NW1 5DP
 Tel:  0207 034 0303/0304 – Fax:  0207 034 0305

Website: www.womanstrust.org.uk
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Ethnicity
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Asian 
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Asian British
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Asian Indian
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Asian Pakistani
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Asian Bangladeshi

 Any other Asian Background (please specific) 

[image: image13.emf] 

[image: image14.emf] 

___________________________________
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Black 
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Black British
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Black African
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Black Caribbean 

Any other Black Background (please specific) 
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___________________________________
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Chinese

South East Asian             (please specify)
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____________________________________
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Irish Traveller

Romany Gipsy
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Any other Traveller/Gipsy Background  (please specify)
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___________________________________
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Mixed White and Black Caribbean 
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Mixed White and Black African 
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Mixed White and Asian 

Any other Mixed  Background (please specific) 
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___________________________________

White British   
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White Irish
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Any other White Background (please specific)
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___________________________________
Rather not say 

Age


18-25  �		46-55  �


26-35  �		56-65  �


36-45  �		65 +    �








Gender


Female                	�


Gender Reassignment (please specify) �       __________________________


Rather not say     	�





Sexual Orientation


Bisexual                    	�


Heterosexual             	�


Lesbian/Gay Woman	�


Other                          	�


Rather not say            	�





Religion


Atheism              	�


Agnosticism        	�


Buddhism            	�


Christianity         	�


Hinduism             	�


Humanism           	�


Islam                    	�


Jainism                 	�


Judaism                	�


Sikhism                	�


Any other Religion/Belief (please state)


______________________________


No religion or Belief 	�


Rather not say          	�








Do you consider yourself to have a disability?


Yes  �     No  �    Rather not say  �


If yes do you have a:


Physical impairment 	�


Sensory Impairment  	�


Learning Disability  	�


Mental Health Condition (long term) 	 �


Other Health Condition (long term)   	


	 �
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