
 

 
 

JOB DESCRIPTION 
 
Job Title:   Fundraising Executive (Trusts & Foundations) 
 
Reports to: Senior Partnerships Manager (Trusts and Foundations) 
 
Line Management: None 
 
Location: Third Floor, Solar House, 1-9 Romford Road, Stratford, E15 4LJ.   
 
Liaison: Organisation wide 
 
Contract: Permanent 
 
Annual Salary: £24,000 - £35,000 depending on skills and experience 
 
Benefits: 28 days holiday, pension, life assurance, employee assistance 

programme, possibility of flexible working arrangements for the 
right candidate. 

 
 
 
 
 
School-Home Support (SHS) 
 
SHS gets children and young people into school, ready to learn.  We have been working 
for over 30 years, with children, families and schools to break the long-term cycle of 
deprivation. What starts as poor school attendance can become low educational 
attainment, anti social behaviour, crime, low paid or no job - generation after generation. 
SHS makes a real difference and we are passionate about the role education plays in 
improving life chances for disadvantaged children and young people.   
   
Fundraising in SHS 
The fundraising team at SHS is small and hard working. Our annual minimum 
commitment is £1.5 million. Trusts and Foundations currently contribute over £800k to 
this target. Due to a number of funding successes we have recently expanded our work 
outside London to include new work in Bradford, Blackpool and Manchester. We are 
now looking for a confident, enthusiastic and focused individual to join our friendly team. 
The role will suit someone who is looking to make an impact and who can build on 
School-Home Support’s solid reputation to grow our income from Trusts.  
 
The Role  
 
The Fundraising Executive (Trusts & Foundations) will work closely with the Senior 
Partnerships Manager and Trusts Fundraising Assistant to maximise income for SHS from 
this sector. This is a busy and varied role requiring the ability to manage a wide range of 
different relationships - liaising directly with donors and prospects and facilitating the 
involvement of colleagues as appropriate. Key to your success will be your ability to 
make a strong written case for support, and to provide excellent management of existing 
grants in order to secure repeat funding. 
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Tasks and Responsibilities -  
The post holder will be responsible for:  
 
1. Key working a portfolio of existing relationships 
 

- To proactively manage relationships with a portfolio of Trusts and Foundations, 
ensuring opportunities are identified to deepen each donor's relationship with 
SHS (e.g. arranging meetings or visits as appropriate) 
 

- To research, write and deliver reports and updates to funders on a regular basis 
as required (generally annually, six monthly or termly) 
 

- To maintain accurate details of when further applications can be made to existing 
Trusts and Foundation contacts. 
 

- To accurately record all activities, information and insights relating to each grant 
using the SalesForce database ensuring clear and precise records are maintained 
and future actions scheduled appropriately 

 
 
2. Prospect research and approaches to new funders 
 

- To identify, research, evaluate and develop new Trust and Foundation leads  
 
- To be proactive in cultivating relationships with potential new funders, inviting to 

visits, meetings and events as appropriate 
 

- To maintain an active process of reviewing opportunities for support from 
identified Trusts and Foundations, and being alert to new calls for applications. 
 

- To schedule and action a rolling programme of ‘cold’ approaches where this is 
appropriate 

 
 
3. Creating written applications and cases for support 
 

- To work with colleagues to identify and explore elements of SHS work that can 
be packaged for funding proposals for Trusts, Foundations and other potential 
donors.  

 
- To develop new propositions by working collaboratively with colleagues to 

develop support for our work  
 

- To identify relevant statistics and research to make an effective case for support 
 

- To write compelling proposals and cases for support to meet the requirements of 
a wide range of Trusts and Foundations 

 
 

3. General  
    

- Working with the Senior Partnerships Manager and Trusts Fundraising Assistant 
to meet the agreed financial targets for Trusts & Foundations within the overall FR 
budget. 
 

- To manage fundraising records using our Salesforce database  
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- Contribute copy for the SHS newsletter and website including updates on 
funding partnerships activity and writing case studies that illustrate the impact of 
our work. 
 

- To ensure that a high level of confidentiality is maintained in all aspects of 
working with children, young people and their families. 
 

-  To undertake training, as required, in order to carry out duties of the post in an 
informed, effective and efficient manner. 
 

- To attend internal team meetings and external events as required. 
 

- To be informed on new developments in fundraising, through research, reading 
and attending external meetings 
 
To keep up to date with School-Home Support’s work to enable the identification 
and maximisation of opportunities.   

  
 
Working contacts 
 
The post holder will be required to liaise extensively with a wide range of external and 
internal contacts including but not limited to; colleagues across the fundraising team; 
‘back-office’ colleagues, operational colleagues including front-line practitioners, 
Coordinators, senior managers, CEO and trustees on occasion, Trusts and Foundations 
staff and trustees, school staff, pupils and families. 

 
 

This job description is not exhaustive; it merely outlines the key tasks and responsibilities of 
the post. These key tasks and responsibilities are subject to change as needed by the 
charity. You will be expected in undertaking the above role to comply with any policies and 
procedures that SHS and schools may issue. 
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PERSON SPECIFICATION FOR  
FUNDRAISING EXECUTIVE (Trusts & Foundations) 

  
 Experience, knowledge, skills and abilities                                                             Essential/ 

Desirable 
 

Educated to degree level or equivalent  E 

A minimum of two years experience of Trust fundraising in the charity 
sector, with a successful fundraising track record. 

E 

Experience of achieving income targets  D 

Experience of building a successful relationship with funders to secure 
repeat funding 

        D 

Excellent writing skills, with demonstrable experience of writing engaging 
and high quality reports, updates, applications or proposals. 

E 

Strong numeracy skills, including the ability to interpret and present 
financial information 

D 

Strong research skills  E 

Ability to think analytically and creatively to identify new opportunities.  E 

A proven ability to work well within and contribute to a team.  E 

Excellent interpersonal skills, able to engage and inspire both internal and 
external stakeholders 

E 

Experience of relationship management, account management or 
customer service, ideally within a fundraising context. 

D 

Good organisational skills and the ability to prioritise, work on own 
initiative, to be self-motivated and able to “make things happen.” 

E 

Outstanding administrative skills with an eagle eye for detail and an 
ability to streamline and develop administrative systems and processes. 

E 

Flexibility and ability to work well, sometimes under pressure.  E 

Meticulous record keeping; accuracy and attention to detail  E 

Computer literate, with excellent IT and administrative skills  E 

Experience of working with a fundraising/CRM database  E 

Experience of working in the education, health or social care sectors with 
an understanding of the issues affecting children, young people and their 
families. 

D 

A passion for the work of School-Home Support  E 
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