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August 2010
Dear Applicant

Trust and Foundations Manager
Thank you very much for your enquiry about the post of Trust and Foundations Manager. Please find attached:

1. An application pack

2. An application form

3. A recruitment analysis form

Please email your application to michelle.lim@stonewall.org.uk . Alternatively you can post it to Michelle Moon Lim, Stonewall, 14th floor, Tower Building, York Road, London, SE1 7NX. Please mark it ‘Strictly Private’.
The deadline for the submission of completed applications is
24th September 2010. Please also ensure that you return the recruitment analysis form with your application.
We intend to hold interviews on the 5th October. If you’d like receipt of your application to be acknowledged please let us know by email or enclose a stamped addressed postcard.

Thank you for your interest in Stonewall.  We look forward to receiving your completed application.

Yours sincerely,
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Laura Doughty
Deputy Chief Executive
Trust and Foundations Manager Background Information

Stonewall was founded in 1989 by a group of people who had campaigned against the introduction of Section 28 of the Local Government Act. Their aim was to create a highly professional lobbying organisation that would put the case for equality on the mainstream political agenda by winning support within all political parties. Stonewall is widely recognised for its work in changing the legislative landscape for lesbian, gay and bisexual people. Our strategy is to work to ensure equality in the lived experience of lesbian, gay and bisexual people at work, at home and at school. In doing so we work to influence a wide range of partners – from schools and policy makers to major employers.
Our parliamentary and other lobbying work remains central to the organisation – we have just successfully secured an offence against incitement to hatred after a significant campaign of opposition and concessions in the new Equality Act to allow civil partnerships to be held in religious premises. However, our activities have expanded significantly in the last five years. We now run a high profile campaign to tackle homophobia and homophobic bullying in schools. We also promote new research in areas such as health, crime and sport, have taken on high profile legal test cases and developed a programme to tackle discrimination in the workplace.

Alongside its expansion, Stonewall’s staff team has grown significantly in recent years. Since the appointment of Ben Summerskill as chief executive in 2003, we have executed a substantial programme of further professionalisation in areas ranging from external communications to IT. 

Stonewall believes that our staff are our most precious resource. We aim to recruit the very best staff – with a mix of private, public and third sector backgrounds – and have an ambition to make Stonewall an ‘employer of choice’. We’ve reviewed our benefits package in recent years to reflect this.

In our most recent (March 2010) staff survey

· 100% of staff said they were proud to work for Stonewall

· 97.8% of staff said their work gives them a sense of personal achievement

· 97.8% of staff said that working for Stonewall is fun

· 95.5% of staff said they’d recommend Stonewall as a good place to work

We particularly welcome applications from black and minority ethnic candidates, and disabled candidates who are currently under-represented in our workforce. Appointment will be made on merit.
Trust and Foundations Manager Person specification
Experience – essential

· Proven track record of securing grants from Trusts and Foundations

· Ability to project manage tasks and work with senior staff 

· Proven ability of successfully identifying, researching and approaching new funders 

· Building effective relationships and successfully managing those relationships

Experience – desirable

· Budget setting and monitoring 

· Experience in preparing and presenting major bid applications

· Successful fundraising from Lottery and/or Statutory sources

· Proven experience of researching new trust fundraising opportunities.

Skills and knowledge – essential

· Excellent written, verbal and interpersonal skills

· Clear, accurate and convincing proposal writing

· Ability to work under pressure and prioritise workloads

· Attention to detail

· Ability to work on own initiative 

· Proficiency in all areas of Microsoft Office

Skills and knowledge – desirable

· Knowledge of charity fundraising techniques

· Familiar with research tools for Trusts and Foundations

· Understanding of Equality and Diversity issues

· Creative approach to problem solving

· Experience of working with fundraising databases 

· Experience of delivering a high standard of donor care to a portfolio of charitable trusts and grant makers.

Attributes - essential

· Committed to the aims and objectives of Stonewall

· Team player

· Networking skills

Attribute – desirable 

· Interest in current affairs

Trust and Foundations Manager Role Description

The Role

The post is responsible for developing Stonewall’s income from Trust and grant making bodies including statutory sources, securing both unrestricted and restricted grants to meet revenue targets.  

Working closely with the policy and research team, the post holder will ensure applications and reports are submitted across the range of Stonewall’s work.

Accountability

The post reports to the Director of Fundraising.

Key responsibilities 

· Be responsible for achieving or exceeding Trusts and Foundations revenue target.

· Be responsible for completing and submitting all grant applications on time.

· Manage and develop relationships with existing funders in order to maximise their long term support.

· Research potential funding opportunities that reflect Stonewall’s organisational priorities. 

· Ensure all donations are acknowledged in an appropriate and timely manner.

· Manage and develop the Trusts and Foundations ongoing strategy.

· Establish income budgets for future financial years, working with the Director of Fundraising.

· Develop relationships, where appropriate, with potential funders.

· Track and monitor restricted revenue spend, liaising with the Policy and Research Team where necessary.

· Ensure all deadlines are met for feedback and analysis to existing funders, with reports as required liaising with the Policy and Research Team where necessary.

· Co-ordinate meetings with existing and potential funders, utilising key senior Stonewall staff where appropriate. 

· Produce a written monthly report, including performance against targets and ongoing prospects to the Director of Fundraising and Communications.

· Maintain accurate records of all grants and correspondence.

· Act as ‘project manager’ where necessary for cross organisational funding applications.

· Work with Stonewall Scotland and Stonewall Cymru on funding applications specific to those nations’ requirements. 

· Keep up to date with changes in criteria and priorities of grant giving bodies.

· Ensure research is ongoing into any industry changes and that these are communicated internally as necessary.

· Attend events, conferences and networking opportunities.

· Represent Stonewall externally at client events.

Other

· Conduct the duties of the job description in accordance with the operational policies of Stonewall, including but not limited to the Diversity Policy.

· Work within health and safety legislation

· Maintain good working relations across the Stonewall team with Board members, staff, volunteers and other stakeholders

· Contribute to the general administration, well running and development of the organisation

· Undertake any other reasonable duties as may be required

Trust and Foundations Manager
Diversity Policy
Stonewall recognises the value of having a diverse group of people involved in the organisation, and wishes to use the differences that people bring with them as a resource to maximize efficiency and creativity in furtherance of our mission and objectives. 

Stonewall sees diversity as the visible and invisible differences between people, such as gender, race, ethnic or national origin, disability, sexual orientation, age, gender identity, social class, language, religion, education and family/marital status, and recognises that these differences can lead to different ways of thinking, behaving, communicating and working. Stonewall believes that these differences enrich our organisation.

Stonewall will work to ensure that all its staff, volunteers and consultants have equal opportunity to achieve their full potential in carrying out their activities. In the context in which Stonewall operates there may be occasions when the application of this policy may be constrained in practice, but any such situation must be clearly justifiable and based solely on operational realities. 
Stonewall will not tolerate:
1. any unlawful or unjustifiable acts of discrimination
2. any form of harassment
Where such discrimination or harassment occurs action will be taken under the disciplinary procedure, and may include dismissal for serious offences. 
Stonewall is committed to promoting diversity and equality and to monitoring our progress in this area. The Chief Executive is responsible for ensuring that this policy is implemented. In keeping with Stonewall’s ethos and principles, it is expected that all staff, trustees, volunteers and consultants become familiar with the policy and ensure that their language, behaviour and practice are consistent with its requirements.
We believe we have an obligation to ‘role model’ some of the objectives that we encourage others to set for themselves and have worked hard in recent years to diversify our workforce. At October 2009:

· 53% of our staff were women (up from 36% in 2006)

· 21% of our London staff were from black and minority ethnic communities (up from 10% in 2006)

· 11% of our staff were disabled (up from 6% in 2006)

· 24% of our staff were heterosexual (up from 8% in 2006)

Trust and Foundations Manager
Key Terms and Conditions
Place of Work
14th Floor, Tower Building, York Road, Waterloo, London, SE1 7NX 

Working Week
This is a full-time permanent position, comprising a total working week of 35 hours. Stonewall’s normal office hours are Monday to Friday from 9.30am to 5.30pm, however the demands of this post require a flexible approach to both timing and duration of the working day.
Salary Scale

The salary will be £30,000 and is paid retrospectively on the 24th day of each month.

Annual Leave

25 days annual leave (rising to 27 after three years service), three additional ‘Stonewall Days’ over Christmas and eight statutory holidays, pro rata.
Pension
Stonewall will contribute up to 8% of salary to a recognised personal pension scheme of your choice. 

Other benefits
After successful completion of the probationary period you will qualify for: free health insurance, death in service benefit, interest free loan on travelcard, tax-free cycle scheme, childcare vouchers. 24 hour employee support line.
Sick Pay

Prior to completion of the probationary period sick pay is at the Chief Executive’s discretion. Thereafter an employee who is absent from work due to sickness will be paid up to four weeks at full pay and four weeks at half pay in any 12 month period. After two years continuous service an employee absent from work due to sickness will be paid up to 12 weeks full pay and 12 weeks half pay in any 12 month period.




Probationary and
The post is subject to a six month probationary period.  During this
Notice Periods
period you will be entitled to receive, and are required to give, at least two weeks notice of termination, which must be in writing. After successful completion of the probationary period you are entitled to receive, and are required to give, at least two months notice of termination, which must be in writing. 

Trust and Foundations Manager
Application Guidance Notes

The covering letter indicates what details should be included in the pack, please check that you have received everything and if not please contact Michelle Moon Lim on 020 7593 2824 or michelle.lim@stonewall.org.uk. 

We shortlist applicants for interview by matching the details given on the completed application forms against both the job description and the selection criteria. We will be looking for clear evidence to show whether or not your experience, skills and knowledge match those set out in the selection criteria and job description. Within the form, there is a section that provides an opportunity for you to ‘make your case’ in up to two pages. Please use this section to make clear how your experience, skills, knowledge and abilities match the requirements, citing whatever evidence you can. 

We are interested in all relevant experience, wherever you have gained it. This means that, as well as paid employment, we’re interested in hearing about any experience that you may have had in voluntary roles too that may contribute to your ability to meet the requirements of the job. 

All parts of the job description and selection criteria should be addressed, as information not given or not made explicit on the application form cannot be taken into account in the shortlisting process.  Please note that CVs are not accepted and any information given on a CV will not be considered.  

If posting print or complete the form in black ink.

If you have a disability and would prefer to apply in a different format or would like us to make reasonable adjustments to enable you to attend interview please contact Marie Magimay on 0207 593 1878. Our offices are accessible. 

Please ensure that your application reaches us no later than 5pm, 24th September. 
Interviews will be held on the 5th October.
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