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October/November 2011
Dear Enquirer,                                                                          

DIRECTOR for DONOR ENGAGEMENT
Thank you for your enquiry in response to our recent advertisement for the above post.  
Please find below:  

· A copy of the advertisement

· Job Description and Person Specification
· An application form 
· Equal opportunities monitoring form which will be removed upon receipt and the information used only as part of a monitoring process (and not as part of the selection procedure)

· Outline Terms of Employment

· Completing Your Application  
More information about the work of USPG can be found at www.uspg.org.uk
Applicants will be shortlisted according to how well they meet the criteria in the person specification.  Please explain on the application form how you meet the criteria.

The closing date for completed applications is 11th November 2011 at 10.00 am
You will be informed by telephone or email if you are shortlisted to attend for an interview.  All other applicants will be contacted by post.

Interviews will be held on Tuesday 22nd November 2011, at Harling House, 47-51 Great Suffolk Street, London, SE1 0BS.
Yours sincerely,

Susan Wood

Management Support and Human Resources

Direct Line: 
020 7921 2204
Email:  

susanw@uspg.org.uk
[image: image2.png]Anglicans in

World Mission





USPG

DIRECTOR FOR DONOR ENGAGEMENT (Fundraising and Communications)

£45,000 starting salary, based in London SE1

USPG is a faith-based development and mission organisation that supports Anglican Churches around the world in their work alongside marginalised and vulnerable communities.

Established 310 years ago, we are emerging from a recent period of change, with a new approach and new ways of working. This post will lead a dynamic team of seven and realise the very significant fundraising opportunities that have arisen as a result of the changes.

Working at Director level, you will implement and monitor marketing and fundraising strategies to raise awareness of USPG and generate significant additional income. You will also lead USPG’s communications and PR strategy.

You will have a proven track record in management, including an ability to develop a dedicated team of fundraising and communications specialists. In addition, you will have significant experience of brand strengthening, familiarity with social media, and an understanding of the Anglican Communion.

The role includes opportunities to travel.

This post is subject to an occupational requirement that the holder be a practising Christian under Part 1 of Schedule 9 of the Equality Act 2010. 
Download an application pack at www.uspg.org.uk/vacancies or email susanw@uspg.org.uk
Closing date:
11/11/11 

Registered charity number 234518.

www.uspg.org.uk
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JOB DESCRIPTION

Job Title:

DIRECTOR FOR DONOR ENGAGEMENT 


Responsible to:
Chief Executive 

Grade:


1

Responsible for:
Communications Manager




Donor Care Manager




Fundraising Co-ordinator




Multi-Media Producer 




Volunteering Development Co-ordinator
Location:

USPG Head Office

Our purpose: 
To support the Churches of the Anglican Communion as they engage in God’s holistic mission.

What we do to achieve this: 
USPG is a mission and development agency working to strengthen relationships and encourage mutual support across the Anglican Communion. We assist Churches in Africa and Asia to reach out to vulnerable and marginalised people in practical and life-changing ways, supporting community transformation through church leadership development, healthcare and other community programmes.

Rather than implementing our own projects, we use the funds we raise to respond to needs identified by the churches themselves, providing resources – ideas, financial support and people – to build up their own capacity for holistic mission and development

Background:

Founded in 1701 as the Society for the Propagation of the Gospel in Foreign Parts, USPG was born when it joined with the Universities Mission to Central Africa (UMCA) in 1965. Today we work in many countries in Africa and Asia, funding development programmes and providing resources.  We also have on-going relationships with Churches in Latin America and the Caribbean.
Following major restructuring in 2010 USPG now has a forward-looking staff team of 25 mostly based at our head office close to Southwark Tube station (Jubilee line) in London, SE1.  

USPG is governed by a Trustee body of 16, which includes both UK and overseas members.

USPG continues to evolve so that it remains a leader in the field of faith-inspired mission and development

Background to the role:

Over the last year USPG has been developing a new donor engagement strategy, and the postholder will work to build on this strong foundation, inspiring a dedicated fundraising and communications team to increase income to USPG.

We have also been working with an external agency to look at brand-strengthening and the re-positioning of USPG to communicate to a wider audience.  The new postholder will begin part-way through the consultation and will be responsible for liaising with the agency, ensuring appropriate communication with all stakeholders and implementing proposals successfully.

Job Purpose:


To play a full role in the corporate leadership of USPG as one of three Directors working with the Chief Executive and the Head of Finance. 

To lead the team responsible for engaging new donors while continuing to encourage existing donors to support the work of USPG; this will mainly be achieved through the three areas of Fundraising, Marketing and Communications.

To be responsible for all PR, media and corporate relations. 

Main Duties & Responsibilities:

· To represent and advise on the strategic fundraising, marketing and communications aspects of USPG’s work to the senior management group as part of its corporate activities.
· To manage and develop appropriate fundraising, communications and volunteer management personnel.

· To build on USPG’s donor engagement strategy, which has an emphasis on raising awareness of our work and generating significant additional income, as part of the overall corporate strategy. 

· To implement the fundraising plan, including identifying new funding streams and managing all fundraising activity.

· To implement the communications plan, including brand-strengthening, crisis management, marketing communications and PR.

· To ensure implementation of the marketing plan including identifying products, new audiences, and new channels of advertising.

· As part of the senior management group, to ensure efficient and effective internal communications and information management.

· To be responsible for liaising with communications and fundraising staff in other Anglican provinces and organisations in order to enable the donor engagement strategy to be achieved. 

· To lead the media and corporate relations aspects of USPG’s work. 

· To be the senior spokesperson and lead in crisis management systems and structures for USPG.

· To manage the expenditure budget for fundraising, communications and volunteer development – approximately £200,000.
· To undertake other related responsibilities as agreed with the Chief Executive.

PERSON SPECIFICATION
This form shows which criteria are essential and which are desirable for the job.

They have been ticked as appropriate.

E = essential criteria.  The job cannot be done without them.

D = desirable criteria can help the job to be done more effectively.

Please take care to show on your application form that you meet the essential criteria and if you meet any of the desirable criteria for this job.
	Experience/Background




            E
          D


	A significant track record in management at a senior level in fundraising, with experience in marketing and communications, in an organisation working in development


	/


	

	A professional qualification in one of the three areas of fundraising, marketing or communications


	
	/

	Significant and demonstrable experience of developing strategy in communications, marketing and fund raising which has yielded tangible results in terms of increased brand awareness and the generation of significant income 

	/
	

	Significant experience in brand-strengthening and positioning, crisis management and PR

	/
	

	Participation in an organisational rebranding


	/
	

	Significant experience of managing and developing staff 

	/
	

	Direct experience of effective liaison and networking with a wide range of people within similar and related sectors

	/
	

	Experience of working in a faith- based organisation

	
	/


	Skills and Abilities




                          E
         D


	The skills and ability to take a lead within the organisation  building on the fundraising, marketing and communications strategy to attract significant support from existing and new audiences 

	/
	

	The ability and willingness to have a hands-on approach; as much a doer as a thinker, and able to implement processes and achieve results


	/
	

	A team leader committed to the development of staff and creative ideas within the staff team


	/
	

	Advanced knowledge of how social media, and the internet, can be used as an integral part of USPG’s communications, marketing and fund raising strategies 

	/
	

	Demonstrable ability to manage staff well within the context of setting ambitious targets and goals

	/
	

	The ability and skills to effectively manage PR and media relations

	/
	

	Excellent networking skills
	
	/

	The ability to prioritise and manage time within a pressured environment

	/
	

	An excellent and persuasive communicator

	/
	

	The ability to represent the organisation publicly to a wide variety of audiences

	/
	


	Knowledge and Understanding


	E
	D

	A clear understanding of trends in charitable giving from voluntary donors, trusts and statutory funders


	/
	

	An understanding and awareness of the importance of the realities of the Anglican Communion


	/
	

	Sensitivity to the organisation’s history and culture, and its vision for growth as a twenty-first century mission and development organisation


	/
	

	Understanding of the central issues in working in partnership with organisations (including the church) overseas


	
	/

	An understanding of the key issues in the field of international development and faith-based Christian mission

	
	/

	Commitment to the Christian faith and ethos of USPG


	/
	

	General


	E
	D

	Willing and able to make occasional overseas trips


	/
	

	Able to travel in the UK to promote the work of USPG


	/
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STRICTLY CONFIDENTIAL





Please return completed form to:

Susan Wood

USPG

Harling House
47-51 Great Suffolk Street

London SE1 0BS

APPLICATION FOR THE POST OF:  DIRECTOR for DONOR ENGAGEMENT
The information on this form will help us to assess your suitability for the position and will be used solely for the purposes of selection for the above post.  It will be held securely and will not be divulged to anyone outside the organisation.  Information on the successful candidate may be held indefinitely.  Information on unsuccessful candidates may be held for up to one year.  Shortlisting will be done on the basis of the completed application form.  If there are any questions that you consider are not relevant to your application or that you would prefer not to answer in writing you are under no obligation to do so.

TITLE: Revd/Dr/Mr/Mrs/Ms/Miss
SURNAME: (Block letters)

First Names:

Address:



Home telephone: 

Mobile:






Email:
	ADVANCE \d7 Do you need permission from the UK Border Agency to work in the UK?


PRESENT EMPLOYMENT (Describe your present or most recent position)                                                                              

	ADVANCE \d7      DATES
	ADVANCE \d7EMPLOYER'S NAME AND NATURE OF BUSINESS
	ADVANCE \d7PRESENT POSITION  

	ADVANCE \d7

	ADVANCE \d7
	ADVANCE \d7


DUTIES: Give broad outline of major tasks and responsibilities

	ADVANCE \d7



Give your reason for considering a change

	ADVANCE \d3



   


USPG  Regd.Charity 234518

PREVIOUS EMPLOYMENT 

Please provide employment details (paid and unpaid) listing most recent first and give a brief description of each role.

	Employer

Name and address
	Job Title, brief description of role, and reason for leaving
	From
	To

	
	
	
	


	ADVANCE \d7If you have been employed by or applied to USPG before, please give brief details:




2

GENERAL EDUCATION (Full-time schooling only)

	ADVANCE \d7       DATES
	ADVANCE \d7     NAME OF SCHOOL
	ADVANCE \d7       EXAMINATIONS

 Subjects taken and results

	ADVANCE \d7

	ADVANCE \d7
	ADVANCE \d7


FURTHER EDUCATION (University including post-graduate studies, professional qualifications
	ADVANCE \d7        DATES
	ADVANCE \d7NAME OF UNIVERSITY
	ADVANCE \d7NATURE OF COURSE AND QUALIFICATIONS GAINED

	ADVANCE \d7

	ADVANCE \d7
	ADVANCE \d7


	ADVANCE \d7Name, address and telephone number of two persons to whom reference can be made, one of whom must be your present or latest employer.  

Name:                                                                          Name:

Position:                                                                      Position:

Address:                                                                     Address:                                                            

Tel No:                                                                        Tel No:

How do you know this referee?                               How do you know this referee?

May we contact this referee                                     May we contact this referee

prior to interview:  YES/NO                                      prior to interview:  YES/NO




 3 

SUPPORTING STATEMENT

Please use this page to state concisely the qualities, skills, experience and achievements you believe will enable you to undertake this post.  Please relate your statement specifically to the person specification and job descriptions.  Attach additional sheets if necessary. (CVs will not be considered.)

	ADVANCE \d3



4

	ADVANCE \d3



 5 
	ADVANCE \d7 Do you have a health problem or disability which you consider relevant to your application?

If yes, please specify

Disabled people who meet the criteria in the person specification will be shortlisted for interview.  Please contact Susan Wood (details on page 1) separately to tell us if you need us to make particular arrangements for completing the application form, the interview, or any reasonable adjustments that would need to be made to the job or working environment if your application is successful.


LEISURE ACTIVITIES What are your interests and hobbies outside your work?

AVAILABILITY  If you were offered an appointment, when would you be free to join us?

How did you learn of this vacancy?

DECLARATION

The facts set out in this application for employment are, to the best of my knowledge, true and complete.  A false declaration can result in immediate termination of employment or withdrawal of any offer.

DATE:




SIGNATURE:

6
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USPG
OUTLINE TERMS OF EMPLOYMENT

DIRECTOR for DONOR ENGAGEMENT
The following information is provided as a guideline for candidates:

1. The post is based at our headquarters Harling House, 47-51 Great 

Suffolk Street, London, SE1 0BS.  
2. The post is graded as 1 in the Society’s grading structure, where 0 is high and 5 is low.  The commencing annual salary will be £45,000 inclusive of London Allowance.  The maximum of the grade is £50,000 per annum.


Salaries are also subject to annual cost of living review on 1st January.
3. There is a six-month probationary period during which the appointment may be terminated by four week’s notice on either side.  Following completion of the probationary period notice on either side is extended to three months.
4. Normal office hours are 9.00 am to 5.00pm with one hour for lunch.  A system of flexitime is in operation.  Attendance at residential meetings will be required; there is also the possibility of occasional periods of overseas travel.
5. Membership of a defined contribution pension scheme will be available. USPG will contribute 8% of gross salary in the event of a 3% minimum employer’s contribution.
6. Annual leave entitlement will be 25 days in a full year (pro rata for part year) plus Bank Holidays.

*********************************************


Completed applications should be forwarded to:



Susan Wood



USPG


Harling House



47-51 Great Suffolk Street


London  SE1 0BS
Phone:
020 7921 2204 (direct line)



Fax:
020 7921 2222
E-mail:
susanw@uspg.org.uk
to arrive no later than 10.00 on Friday 11th November 2011.  Late applications will not be accepted.  Applications can be submitted by post, fax or email.

Interviews will be held on   Tuesday 22nd November at Harling House
COMPLETING YOUR APPLICATION FORM

We have tried to keep our application form as simple as possible.  These notes are to help you complete the form.
1. Completing the Form

Please complete the form in black ink or type so that it can be photocopied.

What you say on the application form is all that will be used to decide whether or not to shortlist you for the post, so you must complete all the parts on the form which apply to you.  CVs will not be accepted and if sent will not be used for shortlisting.

2. Education and Training

Please give a list of all the education and training you have undertaken.  Please list all professional qualifications you have acquired.

3. Employment

Starting with your current or last employer, list all the employers you have worked for.  Please include periods of paid and voluntary work.

4. Supplementary Information

Please support your application form with a short resume of your qualities, skills, experience and achievements particularly as they relate to the job description and person specification.

5.
Work Permit

Under the Asylum and Immigration Act 1996 we are legally bound to check that you are eligible to work in the UK.

5. References

Please give details of two people (not related to you) who can give you a reference.  One should be your present or most recent employer and the other should be a previous employer or a person who knows you in relation to your work.

If you do not wish us to contact your referees before the interview we will not do so.  However, references will be taken up on offer of employment.

6. Queries

If you have any queries regarding the completion of the application form please do not hesitate to contact Susan Wood on 020 7921 2204
7. Returning your form

Please send your application form to the Susan Wood, USPG: Harling House, 
47-51 Great Suffolk Street, London SE1 0BS.  
Forms can be returned via e-mail to: susanw@uspg.org.uk.

Please ensure you post or e-mail your form in good time to reach us by the closing date.

Late applications will not be considered.

Continued overleaf…

-2-

8. Acknowledgement of receipt of applications

In the interests of economy we do not normally acknowledge receipt of application forms. 

9. Interview Expenses

We will pay reasonable travel expenses to all candidates invited to attend an interview.

10. Equal Opportunities/Diversity Policy

We are committed to equal opportunities and our recruitment and selection procedures are undertaken in accordance with good practice laid down in our relevant policies.

May 2011















