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Job Description and Person Specification

Please note this statement is for information only and does not form part of a contract. This list is not exhaustive and you will be expected to undertake such duties as may be assigned to you by ActionAid from time to time. Staff are expected to be flexible in their work in order to deliver the objectives of the organisation.

	Job title
	Project Information Officer

	Contract type
	Full time 
	Contract length
	9 months

	Grade/Starting salary
	4 / £30,074 - £32,197
	Date
	March 2011


	Context

	The Philanthropy and Partnerships Team at ActionAid is made up of two sub-teams: the Major Gifts Team, who manage donor relationships with high net worth individuals, trusts and companies; and the Research & Information Team, which acts as a support function to the donor-facing Major Gifts Managers. The Research & Information Team is responsible for equipping ActionAid’s major gifts fundraisers with the knowledge and information they need to generate big gifts.  Their expertise lies in generating donor intelligence, enabling the fundraisers to maximise their opportunities to generate income.  The other part of the team has expertise in ActionAid’s programmes, leading on the development of bespoke proposals, reports and communications which match donors’ interests and needs, enabling the fundraisers to solicit large donations to fund the organisation’s priority work.  
The Project Information Officer would be part of the Research and Information Team which is headed up by the Research and Information Manager. The team includes another Project Information Officer, the Project Information Manager and the Project Information and Research Assistant.
We have set ourselves ambitious growth targets for the next few years. To meet our targets, it is crucial that we grow our Research and Information Team and that the team continues to function as a source of expertise within the fundraising department. 


	Main purpose of the role

	To ensure that the Research and Information Team supports the Major Gifts Team to secure dramatic income growth (tripling income by 2017) from high net worth individuals, charitable trusts and foundations, and corporates through bringing existing and prospective donors closer to ActionAid’s work.  We are looking to recruit a highly motivated member of staff who will bring with them a passion to work for ActionAid and a commitment to preparing compelling programme materials and key communications to inspire and educate high value donors, and build the capacity of country programmes to manage high value income.  The role will also support the improvement of team relationships, processes and systems.

	Management and key relationships

	Staff managed
	None

	Reports to
	TBC

	Key Relationships
	Internal: Major Gifts Team, International Fundraising, Country Programme staff, Thematic Staff and International Directors, Events & Community Engagement Team, Sponsorship Communications Team, Programme Funding Team, Policy & Campaigns Department, Communications Department, IECT
External: Major Donors, other NGOs


	Main Duties

	Duty
	% Time

	1
	Project manage the development, and writing, of high quality, bespoke proposals and reports, for submission to high net worth individuals, charitable trusts and corporate donors. 
· Develop and write funding proposals and reports for high net worth individuals, charitable trusts and corporate donors.
· Grant manage and write the reports for four existing priority projects.
· Work with country programmes to develop comprehensive project budgets.   
· Support the Project Information Manager in providing quality control for all proposals and reports by proof-reading and editing proposals and reports.
· Develop briefing materials on specific countries and themes in line with donor demand and organisational priorities, working with the Project Information Manager.
	65%

	2
	Build relationships and increase the capacity of country programmes to manage high value grants.
· Develop strong and productive working relationships with staff across a range of Country Programmes and themes to assist in developing coherent and compelling proposals, budgets and reports.
· Work with the Project Information Manager and Project Information Officer to build capacity of country programmes to plan, deliver, monitor and evaluate high value projects by providing best practice guidance.
· Assist in the setting up of new projects, by establishing grant management and reporting schedules, and MoUs.
	25%

	3
	Contribute to the implementation of the communications strategy with assistance from the Project Information and Research Assistant.
· Produce inspiring and informative communications for donors and prospects, taking the lead to write articles and updates by deciding on the type, tone and style of communication in line with ActionAid’s brand; sourcing and synthesising information about specific projects or themes; proof reading, editing and formatting.
· Update the Major Gifts Team website and intranet pages to raise the team’s profile, in line with a brief set by the Head of Major Gifts.
· Build up a knowledge base that is kept up to date with programme and fundraising materials that meet the needs of Major Gift Managers to allow them to engage donors and answer queries in an accurate and compelling way.
	10%


	Person Specification

	Knowledge, skills and experience: key requirements

	
	Requirement
	Evaluation

	1
	A proven track record in writing successful high value fundraising proposals and securing significant donations from major donors, charitable trusts and foundations and/or corporates
	Interview Test

	2
	A good understanding of international development programmes including terminology and language
	Interview Test

	3
	Excellent verbal and written communication skills
	Interview Test
Application

	4
	Highly accurate with a strong attention to detail when handling complex/technical programme information
	Test 

	5
	Ability to manage financial information relating to project budgets, query inaccuracies and present this information in an understandable and appropriate way.
	Interview Test

	6
	Confident IT skills to enable the production of visually appealing and professional Word, PowerPoint and Excel documents
	Interview Test

	7
	Strong inter-personal and relationship building skills 
	Interview

	8
	Ability and willingness to travel overseas and in the UK
	Interview

	9
	Commitment to equal opportunities and to ActionAid’s mission, vision and values
	Interview

	Competencies

	
	Requirement
	Evaluation

	1
	Action

The desire to accept ownership and accountability, whilst getting things done well and meeting challenging goals
	Interview

	2
	Planning
The ability to think ahead and decide on courses of action, ensuring that the resources required to implement the action will be available, and scheduling work required to achieve an end result
	Interview

	3
	Innovation
The ability to originate, introduce and be open to, new practices, concepts, ideas and change and to continuously improve
	Interview

	4
	Communication
The ability to get our points across clearly, both orally and in writing, to ensure we get our key messages across in the right way
	Interview
Test

Application

	5
	Collaboration
The ability to work co-operatively and flexibly with others, both within and outside the organisation, demonstrating an understanding of effective team working and partnerships
	Interview 

	Knowledge, skills and experience: desirable

	
	Requirement
	Evaluation

	1
	Experience of using fundraising databases, such as Raisers Edge
	Interview

	2
	Experience of working within an international development and/or humanitarian relief organisation
	Interview Application
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