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JOB TITLE:  

Development Assistant
HOURS:


Full time (37.5 hours per week)
REPORTS TO:

Head of Business Development
BASED:


Shoreditch, London
SALARY:

£23,095 including London weighting

APPLICATIONS CLOSE:
Wednesday 15 February 2017, 12 noon.

Context and Background
The FSI vision is a world filled with independent, efficient, effective and accountable small charities with the belief, passion and capacity to achieve their objectives.  To achieve this the FSI provides small charities, right across the UK, with training and learning opportunities, conferences, advice and research/policy initiatives to raise their profile.   
Values
The values of the FSI are empathy; respect; energy; excellence; persistence and a sense of the possible.  These values guide all we do for our beneficiaries but they also guide how the FSI behaves as a responsible employer.

Strategies
1. Build a world filled with independent, effective and accountable charities with the belief, passion and capacity to achieve their objectives

2. Gather together, through whatever means, the ideas and creative solutions that will actively improve society

Our services focus on four key areas of development for small charities:

· Governance

· Fundraising

· Strategy and Planning

· Impact Measurement
Role

This is a fantastic opportunity to join a dynamic and ambitious organisation, primarily supporting our Consultancy and Development team to deliver high quality, effective projects to our charity and corporate sector clients.  The team specifically focus on identifying, securing earned income to the charity, through consultancy, fundraising qualifications, sponsorship and partnership activity.
As part of your role, you will support the delivery of consultancy projects through research, writing up results of workshops and facilitated sessions, and analysis.  You will be responsible for discrete projects and provide event management support for engagement and reception events.  You will also provide day to day support for proposals, presentations, travel and meetings.  There will be opportunities to identify, research and support relationships with key contacts, clients and partners.  
As a learning organisation, we are committed to developing our people in line with business needs and this will provide an excellent development opportunity for the right candidate.
Key Responsibilities

· Support the delivery of consultancy projects through research, analysis and other assigned tasks.
· Be responsible for and deliver projects which includes our Affiliates programme (an annual programme of pro bono consultancy for the Guardian Charity Award winners), engagement events and other discrete projects as designated.
· Support the Business Development team to identify and develop relationships with new charity and corporate clients.

· Produce appropriate written materials, including briefings, proposals, presentations and reports.
· Provide administration support to the Business Development team including travel and accommodation requirements, preparing contracts and invoicing.
· Identify and research new earned income opportunities and initiatives through desk research, networking and engagement opportunities.

· Support for the Chief Executive, Head of Departments and other team members in the day to day delivery of FSI activities.

· Respond to general enquiries about the FSI and provide support on administrative tasks when necessary to ensure the smooth operation of The FSI.
Key Relationships

· You will report directly to the Head of Consultancy and Business Development.  Key relationships will be developed with partners, clients, and representatives of small charities along with appropriate commercial relationships.  

· The FSI operates with a teamwork ethos, whereby we share our skills and experiences across the organisation to maximise our potential and achieve our objectives collaboratively.  As such, you will work cooperatively with all members of the FSI team.

Person Specification

1. Ability to understand and further the aims of the FSI.
2. Research and analysis skills/experience.
3. Excellent communication skills including listening skills and the ability to give information clearly both verbally and written.
4. Good organisational/administrative skills.
5. Project or event management skills/experience.
6. The ability to negotiate with others to achieve objectives, whilst maintaining good working relationships.
7. Ability to work as a team in effective co-operation.

8. Ability to demonstrate initiative and have a creative approach to problem solving.

9. The ability to manage conflicting situations and priorities with tight deadlines.
10. Diplomacy and discretion and the ability to manage confidential information.
11. Highly developed interpersonal skills with the experience of forming and maintaining networks with a range of individuals and/or their support staff.
12. Able to use standard computer software including Excel, Word and PowerPoint.
Although the core duties are set out within the Job Description, a flexible approach to work is essential.  The successful candidate may be required to adapt their working style to take account of changes to working practices.
To apply

Please send your CV and covering letter to admin@thefsi.org or post to Head of Business Development, The FSI, the Grayston Centre, 28 Charles Square, London N1 6HT.

In your covering letter, please demonstrate how you meet each of the requirements numbered 1-12 in the person specification, giving relevant examples where possible.
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