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 Job Description and Person Specification

	Job Title:
	Retention & Development Senior Marketing Executive

	Reports to:
	Head of Retention & Development

	Grade/Salary:
	4: £30,074 - £35,381
	Date Reviewed:
	October 2010

	Location:
	London, UK

	Direct Reports:
	N/A

	CRB Required:
	
	UK work visa required
	YES

	Key Contacts / Relationships
	Internal: Head of Supporter Marketing, Head of Retention & Development (and team), Recruitment and Engagement team, Data & Insight team, Supporter Care team, Communications team, Policy & Campaigns team and Country Programme staff.
External: Individual supporters, Direct Marketing agencies, Telemarketing agencies, Direct Marketing expert groups.

	Job Role

	Role Overview:
	To project manage and implement UK supporter stewardship strategies for financial supporters, campaigners and ad hoc donors across all product streams in order to maximise net funds, general funds, supporter actions and loyalty.  
To take responsibility for the creation, promotion and development of specific fundraising products and activities in accordance with team plans.

	Responsibilities:
	The key deliverables of this role are:
· Contribute to the strategy and implementation of new and on-going communications to individual supporters (including Child Sponsors, committed and cash givers and emergency appeal donors), by working closely with the Retention & Development team.
· Daily project management of mail, telephone and digital communications from briefing through to production. 
· Deliver outstanding stewardship, retention rates and supporter satisfaction through the production of market leading communications with support from external Direct Marketing agencies and ActionAid’s Communications team.
· Enhance response rates and retention levels by working with the Data & Insight team to devise and implement sophisticated testing criteria.
· Ensure supporters receive original and imaginative communications in line with their support and interests, demonstrating sound creative judgment.
· Provide regular reports on owned areas of work within the Retention & Development (and wider Supporter Marketing) team’s Key Performance Indicators. 
· Contribute to the team’s annual planning activities and provide monthly commentary to the Finance Department on the management accounts for your owned areas.
· Actively contribute to integrated working across ActionAid UK, our funding affiliates (including Ireland, The Netherlands and Australia) and Country Programmes to share knowledge and insights, ensure synergy of external ActionAid messages and to capitalise on opportunities to communicate projects of interest to supporters.  

	Person Specification

	Skills, Knowledge and Experience Required:
	Required 
Marketing 
· Demonstrable recent experience of a marketing or fundraising role in the not-for-profit sector
· Experience of using digital marketing to enhance supporter engagement
· Experience in the day-to-day management of direct marketing agencies
Analysis
· Sound creative judgement and analytical skills
· Experience of devising complex data segmentation and hierarchies for supporter communications
· Experience in monitoring, reporting and forecasting against plans and budgets
IT 
· Adept in use of MS Office, particularly Word and Excel
Communication 
· Excellent verbal and written communication skills 
· Strong collaborative skills (e.g. considering a wide range of stakeholder needs in decision-making & co-operating across the organisation to achieve best use of human, financial and other resources)
Advantageous 
· Experience of working for an overseas development organisation
· A professional qualification in Fundraising or Marketing such as the IDM certificate or other relevant qualifications

	Organisational Structure
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	Role Competencies

	Competency
	What it looks like
	Level Required

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

	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
	High

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

	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
	High

	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
	Medium

	Leadership & Management
	The capacity to inspire others to give of their best to achieve a desired result, whilst maintaining effective relationships with individuals and teams as a whole and allocating resources
	Medium
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