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Information pack

Research and Information Manager, ActionAid UK

[image: image1]We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 28 children every minute of every day. We’re a charity and much more. We’re a partnership between people in poor countries and people in rich countries – all working together to end poverty for good.

ActionAid is an international development charity. Formed in 1972 we have been growing and expanding to where we are today - working with over 13 million of the world's poorest and most disadvantaged people in 42 countries worldwide.
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The role & team structure
The Philanthropy & 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. 

As Research & Information Manager you will play a key role in determining high value fundraising strategy and driving income growth from high value sources. You will lead on prospect research and prospect management, improving the Major Gifts Team’s use of Raiser’s Edge and fostering a culture of knowledge management within ActionAid to ensure we capitalize upon opportunities for major gifts prospecting wherever they arise. 

You will work very closely with the Head of Philanthropy and Partnerships (to which post we are currently recruiting) and the Head of Major Gifts, advising on strategy and working to improve knowledge flow and information management systems for the Major Gifts team and the wider organisation. 

You will line manage the Project Information Manager who, together with the Project Information & Team Support Officer, is responsible for: the development of funding proposals; writing and editing project reports for donors; liaising with Country Programme staff to gather project information; and producing Major Gifts team communications such as newsletters and Ambassador Network emails.

You will develop the Research & Information Team, working to fully integrate the two sides of the “support” function – donor research and project information – helping the Major Gifts Team match donors to ActionAid work in need of funding.  

More about the Research & Information Team 
The Research & Information Team is responsible for providing ActionAid’s major gifts fundraisers with insight and information about potential funders and for supplying them with detailed information and inspiring stories about ActionAid’s projects, campaigns and policy work around the world. 
· The Research & Information Team identifies new major gifts prospects (individual major donors, trusts and foundations and companies) 

· We undertake in-depth research to provide insights and information about existing and potential supporters to help our fundraisers engage high value funders and keep them engaged (this includes donor profiling, wealth research, connections mapping and news monitoring)
· We oversee prospect strategy and prospect management to ensure that the Major Gifts fundraisers maintain a balanced portfolio of individual, trust and company donors and receive a steady flow of new prospects for cultivation

· We write and edit compelling proposals and source up-to-the-minute project information which enables our fundraisers to inspire high value supporters and build long-lasting relationships with them

· Working closely with country programmes, we aim to act as a knowledge base for the Major Gifts team, providing information about the projects, themes and pieces of work most in need of funding, and helping to inform the strategic direction of the team
· We work with the Major Gifts Team to keep our high-value supporters informed and engaged with a programme of tailored communications, including newsletters, briefings and emails. We keep fundraisers up to date with information about funders and projects to help them deliver an excellent supporter experience
· The R&I team also plays a significant role in developing effective knowledge management systems, in matching prospects to projects needing funding and making links between fundraising teams to ensure we are capitalising on all high value opportunities
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Job Title:

Research and Information Manager
Grade: 

 5
Reporting To:
Head of Philanthropy and Partnerships
Department: 

Fundraising (Research and Information Team within the Major Gifts Team)
Role Purpose: 
Provision of strategically aligned research and information to enable the Major Gift Team to maximise their engagement with donors and prospects effectively.
Key Contacts:  
Internal – UK Major Gifts Team, Head of Major Gifts, Middle Donor Manager, Special Events Manager (Events & Community Engagement Team), key senior AA UK and International staff, Data & Insight Team, Supporter Care Team
External – Prospect research & wealth screening agencies, consultants, research managers at other major charities, 
Date: 


July 2010
	Key accountabilities
	Key elements
	% time

	1. Improve and maintain Prospect Management Systems and oversee the implementation of  the Major Gifts Team Prospect Strategy 
	· Develop and implement successful prospect strategy in close consultation with Head of Major Gifts, Major Gift Managers, Head of Philanthropy and Partnerships and other fundraising teams

· Maintain and further develop the Prospect Management System to ensure effective identification, research, qualification and allocation of prospects for management, specifically to:

· Continue to develop and put into operation ratings systems for segmenting, identifying and targeting of donors by factors such as wealth and warmth

· Maintain the prospect pipeline system to track prospects through stages of cultivation and oversee moves management for the team

· Generate regular portfolio reports and carry out regular skills and background audit of Major Gift Managers to facilitate strategic allocation of prospects

· Work with the Head of Major Gifts to create new reports to monitor KPIs and drive team performance

· Utilise the Prospect Management System to ensure Major Gifts Managers have manageable portfolios and that there is a steady flow of qualified prospects coming into the team

· Work with the Middle Donor Manager, Supporter Marketing, Data and Insight and Special Events teams to make sure we have access to prospects when needed for event invites and mailings

· Work across teams to develop smooth transition plans for donors moving between teams 


	25

	2. Research and provide Major Gift Managers information on prospective and current donors 
	· Using a variety of sources, research current and prospective donors, including; HNWIs, Trusts and foundations and companies, create research profiles and input information onto Raiser’s Edge

· Provide detailed donor briefings to the major gift team and other key staff in preparation for key events and meetings

· Use research insights to make recommendations to the Major Gifts Team regarding prospect cultivation, links between donors and emerging clusters of supporters (e.g. by profession or interest) 

· Support the Major Gifts Managers explore opportunities with their prospects and donors through media monitoring and network mapping

· Ensure use of relevant and appropriate research resources, frequently reviewing effectiveness of paid-for resources

· Ensure all research is data-protection compliant


	30

	3. Expand and refresh the prospect pool and identify new prospects to target
	· Undertake and commission research to develop the Major Gift Team prospect pool of HNWIS, trusts and companies 

· Undertake and commission research to identify new prospects for specific purposes (e.g. special events, giving circles, funding for specific projects, themes or countries) 

· Work with the Head of Philanthropy & Partnerships and Head of Major Gifts to build relationships with the Board of Trustees and the Senior Management Team to involve them in prospecting and Major Gifts fundraising

· Grow the prospect pool through data mining and wealth screening


	15

	4. Co-ordinate Donor Discussion Forum
	· Lead on and co-ordinate Donor Discussion Forum (a monthly opportunity for fundraisers to share ideas for approaches and cultivation strategies)

· Liaise with other Fundraising departments to shape the agenda 

· Identify cross team opportunities to discuss

· Capture and disseminate actions
	5

	5. Ensure best use of the Raiser’s Edge Database within Major Gift team
	· Keep Raiser’s Edge records updated with current research

· Ensure team are making best use of Raiser’s Edge through improving RE guidelines and ways of storing information on RE

· Continue the process of standardising the recording of donor information on Raiser’s Edge including updating the donor development plan template where necessary 

· Segment donors through running queries to identify groups of donors
	15

	6. Develop the new Research and Information Team – integrating prospect research and management with project information and proposal writing


	· Manage the Project Information Manager (who, in turn, line manages the Project Information and Support Officer) to ensure sufficient support is provided to the Major Gifts Team in the following areas:
· Proposal development and report writing

· Country Programme liaison 

· Ambassador Network communications (newsletter and regular emails)

· General and financial administration

· Knowledge management

· Raiser’s Edge record maintenance 

· Integrate prospect research and management with project information and proposal writing functions to create a new “support team” for Major Gifts fundraising 
· Work closely with the Project Information Manager to ensure that communications are well-targeted and to help match donors with an interest in funding specific areas/themes with suitable projects in need of funding 
· Ensure that Project Information Manager is managed in accordance with ActionAid policies and practice
· Ensure understanding of, and commitment to, ActionAid's mission, vision, values and strategic aims and work towards their achievement within the context of Rights to End Poverty, UK Strategy and UK Major Gifts Strategy

· Provide Project Information Manager with appropriate development opportunities through ActionAid's appraisal system, and regular 1:1 sessions
	10


Role related knowledge, skills, experience and behaviours

Essential: 
· Strategic thinker with proven analytical and planning skills
· Highly organised with exceptional attention to detail

· Experienced and highly competent researcher, preferably in a professional fundraising capacity

· Proven experience of, and in-depth knowledge of Raiser’s Edge or similar database

· Sound knowledge and experience of prospect management

· Understanding of data-protection legislation

· Excellent written & verbal communication skills

· Strong levels of initiative and creativity with evidence of applying both in formulating effective ways of working

· Effective communicator who can build positive working relationships with colleagues, other teams, senior staff and external suppliers

· Proven ability to work collaboratively and strong negotiation skills

· Competent in MS Office – particularly Excel, Work, and Outlook

· A commitment to AA’s mission and values
Desirable:

· Proposal and report writing experience in a fundraising context

· Experience of managing and growing a team

· Understanding of current trends in major giving and philanthropy, e.g. Venture Philanthropy 

· Experience of analysing trends and numerical data

· Understanding of, and interest in, international development
· Gender awareness and knowledge of gender in development issues
Terms and conditions of employment at ActionAid
· Contract Status:

Permanent 
· Place of work:

33-39 Bowling Green Lane, London, EC1R 0BJ         
· Salary:


£34,175 to £40,205 per annum (Grade 5)
· Probation period:

Six months
· Notice period:

1 month during probationary, 1 month thereafter

· Working hours:

35 hours flexible working week

Benefits include:

· 27 holidays per calendar year 
· Group Personal Pension Plan - employer contributes 10%, employee 3%;
· Flexible working hours and family friendly policies
· Interest free season ticket loan
· 5 day holiday purchase scheme
· Child care vouchers
· Corporate membership of local gym (to be determined after office move)
· Bike2Work Scheme
How to Apply:
Interested in applying? Then please send your CV, covering letter to outline your suitability for the role and equal opportunities form to jobs@ActionAid.org.uk. Please address your covering letter to ‘The Recruitment Team at Action Aid’ quoting reference 1001-75. 

ActionAid warmly welcomes applications from all sections of the community and we aim to promote diversity. 
Registered charity number: 274467

Closing date: Friday 10th September
Interviews: Wednesday 15th and Thursday 16th September 
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