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Job Title:		Trusts and Foundations Executive 
Location:	Flexible but with regular travel to London and other Shelter locations to attend meetings when required
Contract type:             1 Year Fixed Term 
Accountable to:          Trusts and Foundations Manager
Salary:		£32,585.37 pa* (plus London Weighting Allowance of £5,023.71 amount pa** if working from the London office) 
Hours:			35 hours per week  
Leave:		30 days holiday per annum plus bank holidays 

Closing date:		

About Shelter 
A home is a fundamental human need, as essential as education or healthcare. Yet millions of people across Britain struggle on a daily basis with homelessness, bad housing conditions, soaring rents, discrimination and the threat of eviction.  

Above all we seek a transformation in housing policy, including investment in homes people on low incomes can actually afford – an investment that has been missing for decades and from all political parties, so that now the human cost has become intolerable.

We need ambitious, best-in-class individuals who are passionate about our cause to join us at this exciting time. This is your chance to play a part in the fundamental change we are striving to achieve. 

Why Join Shelter?  

We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds.  

We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits:
· Flexible working hours
· Flexible working practices
· 30 days paid holiday plus bank holidays 
· Competitive pension scheme 
· Salary sacrifice schemes 

Diversity Statement
At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 
We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation. 
About the team
The Trusts and Foundations team is part of High Value Partnerships, which sits within the Income Generation Directorate. The Trusts and Foundations team is currently a team of nine: eight fundraisers and one grants manager. 
The Income Generation Directorate comprises five teams:
· High Value Partnerships (Trusts and Foundations, Corporate Partnerships, Major Donors, Special Events, and Legacies)  
· Individual Giving 
· Community and Events
· Retail
· Planning and Improvement
The Income Generation team raises around £40m a year to support Shelter’s work.
Overview of the role
The post holder will build and manage relationships with a varied portfolio of trusts and foundations to secure gifts up to £30,000. This will include warm, lapsed and new trusts with a wide variety of funding interests, relationship management needs and application requirements. The post holder will research, correspond, contact and meet with funders as required to build a relationship ahead of submitting applications.
For restricted applications, they will work with colleagues in the High Value Partnerships Team, and senior services and campaigns staff to ensure the application meets Shelter’s strategic objectives. They will ensure all gifts from their portfolio are acknowledged in a timely fashion and steward the funder between applications to maintain a positive relationship between them and Shelter.
The Trusts and Foundations Executive will also manage a regular mailing to smaller trusts using our fundraising database and mail merge. They will also share their knowledge and skills with the wider High Value Partnerships team and support cross-team projects when required. 
Main Objectives
To support the achievement of Shelter’s strategic goals by generating income from trusts and foundations, and meeting agreed financial targets from a personal portfolio of funders and projects. The post holder will do this by:
· Developing a portfolio of trust and foundation supporters, using a relationship-driven approach to maximise the value and duration of support.
· Managing the regular mailing to smaller trusts, gathering the required information for applications, and leading on the process so that mailings are high quality and sent out on time.
· Working with other fundraising colleagues, particularly in the High Value Partnerships Team, to maximise income opportunities for Shelter.
Specific Responsibilities
Donor development
· Managing Shelter’s relationships with an allocated portfolio of warm, lapsed and new trust funders to develop long-term, sustainable partnerships.
· Leading on all agreed actions with these trusts including: writing and submitting proposals and reports; setting up and attending meetings and project visits; briefing and debriefing colleagues as necessary; obtaining information and consents from delivery staff, finance colleagues and senior management; and ensuring invitations are issued to appropriate Shelter events.
· Prioritising your approaches in terms of potential value, likelihood of success, and engagement stage, in order to have an active and up-to-date pipeline of funders. 
· Reviewing potential trust prospects shared by Shelter’s Prospect Researcher and researching new trusts to identify their potential value to Shelter.
· Carrying out additional research into warm and lapsed trusts as needed, or commissioning this from Shelter’s Prospect Researcher.
· Liaising with Shelter’s services and campaigns staff on funding needs and identifying funders for this work.
Proposal writing
· Writing the Small Trust Mailing- summarising Shelter’s National and Regional work and tailoring to funders.
· Writing proposals and grant reports on specific areas of Shelter’s work- sourcing and collating information and presenting it in formats which are suitable for a range of current funders and new prospects such as tailored proposals or funder application/report templates.
Planning and team-working
· Overseeing the Trusts team inbox, replying to queries, administering ad hoc donations, making Trusts and Foundations colleague aware of income received.
· Monitoring application submission and income for the portfolio and the small trust mailing, meeting agreed financial and productivity targets.
· Maintaining accurate and complete records of donor details and communications on Shelter’s fundraising database (Microsoft Dynamics) and using other information systems in line with agreed protocols. 
· Working collaboratively with colleagues, particularly in High Value Partnerships, to ensure that all income opportunities are maximised.
· Contributing towards the development of the annual team activity work-plan, as well as annual budgeting and quarterly forecasting exercises.
· Supporting Shelter’s Special Events programme, assisting with event logistics as required, as well as maximising the use of this programme for cultivating and stewarding trust and lottery contacts.
Required behaviours

The Shelter Behaviours Framework demonstrate the attitudes and approaches we take to our work: from how we do things to how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.  
At Shelter we have five overall behaviours, each made up of three descriptors. The three below are the ones that are most relevant to this role. Please show how you exhibit these behaviours in your application.
We work together to achieve our shared purpose  
· by actively collaborating and putting trust in the people we work with
· by recognising the contribution of others
· by carefully considering the “how” when taking on new projects and initiatives

We are open to risk and learning from our experiences
· by learning from our failures and successes
· by being reflective and giving and receiving feedback
· by being proactive and taking initiative

We prioritise diversity and have an inclusive and open mindset  
· by not tolerating and actively tackling racism and any other forms of hate and discrimination
· by creating safe spaces for people to be their authentic self, challenge each other and learn
· by being compassionate towards the people we work with and prioritising each other’s wellbeing 

Other information
· All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation.
· This post is not exempt from the Rehabilitation of Offenders Act.

Please note
This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. 

This job description does not form part of the contract of employment.
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