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The remit of the Development Office is to develop and strengthen the University’s position at the forefront of teaching, learning and research by inspiring active participation, investment and loyalty to St Andrews. We do this through fundraising for key University priorities and developing mutually beneficial relations with our 50,000 alumni, friends and benefactors worldwide.

The University is currently undertaking a significant fundraising campaign marking the University’s 600th Anniversary. With over £70m of the £100m target now in place this is an exciting time for Development with a range of fundraising projects underway.

In order to strengthen our fundraising team we are seeking a well-organised and highly motivated individual to provide administrative support for the Fundraising team.

The role-holder will be an excellent team player and work alongside the other Development Assistant (Fundraising) to be the first port of call for all major giving fundraising enquiries to the Development Office and should therefore demonstrate excellent interpersonal skills, including the confidence and flexibility to communicate with people of all ages and levels. This role will be particularly focussed on providing support for the fundraisers who are not based in St Andrews; providing a bridge between their activities and the University, and administrative support for the legacy fundraising programme, which provides over £1m annually.

Strong administrative and IT skills are vital, along with careful attention to detail and discretion in handling confidential material and managing sensitive conversations. Excellent communication, decision-making and problem-solving skills are key requirements of the post along with a flexible approach and the ability to work in a team environment. The successful candidate must be comfortable working independently and with a minimum of supervision. Familiarity with databases would be desirable. The role-holder will also be expected to undertake other ad hoc duties in support of the effective operation of Development as required.

An understanding of fundraising and its role in supporting the University’s development is vital.

The job description for this role is attached below.

	Job Description




	Job Title: Development Assistant (Fundraising)

School/Unit: Development

Reporting to: Development Campaign Manager

Job Family: Managerial, Specialist & Administrative

Fixed Term:  2 years
	Working Hours: 36.25 hrs per week/Full Time 

Grade/Salary Range: Grade 3/£18,212-£20,989 per annum
Reference No:  CG1500ML
Start Date: As soon as possible

Interview date:  28 June 2016



	Main Purpose of Role


The role-holder will be part of the Fundraising team within the Development office providing administrative support to the fundraisers. The role-holder will also work closely with the Director of Development, PA to the Director of Development and members of staff across the broader Development team and other key offices in the University.

	Key Duties and Responsibilities


  Administrative support for remote fundraising teams

1. Act as a first point of contact (in person, by telephone and email) for the Fundraising team, with a particular focus on the fundraisers based outside St Andrews. The role holder will be required to field all enquiries from donors, potential donors, University colleagues (including members of the Principal’s Office) and senior academic staff. At all times the role-holder must provide outstanding customer service in this front line position;

2. Provide support to the Fundraising teams (with a particular focus on those based outside St Andrews), including, but not limited to, making travel arrangements, maintaining diaries, setting up appointments, lunches, internal appointments and dinners and dealing with correspondence and meeting notes. This will require regular filtering of correspondence and using judgement to deal with enquiries that do not require the Head/Officers’ attention. This correspondence will often include information of a highly confident and complex nature relating to donations and the financial status of individuals;

3. Support the members of the Fundraising team with their approaches to the highest level donors. This will include scheduling meetings with donors and prospective donors, drafting comprehensive reports, detailed briefing notes and pertinent prospect profiles. In addition the role holder will be expected to analyse and understand the event and gift records for prospects to support the work of the fundraisers including assisting with gift agreements, donation acknowledgements and follow up;

4. Provide administrative support to the Fundraising team, with their local fundraising activities. This will include updating the Raiser’s Edge database with prospect meetings and actions, assisting with prospect and KPI reporting. The role holder will also assist with the preparation of expenses for the North American team in consultation with the Treasurer of the University’s American Foundation;
Legacy and Memorial Giving

5. Act as the first point of contact (in person, by telephone and email) for enquiries relating to the legacy and memorial giving, to field enquiries from donors, potential donors and University colleagues (including members of the Principal’s Office) and senior academic staff;
6. Assist the Development Officers, and in the case of many items of regular administration, take responsibility for, all legacy related correspondence and enquiries to and from executors, solicitors, banks, accountants and family members and internal staff including appropriate acknowledgement of funds received;
7. Manage and record the University’s relationships with potential legators and using the Raiser’s Edge database by running reports, analysing and interpreting the data to produce statistics. Be fully proficient with Microsoft Office programmes;
8. Liaise with the Alumni and Supporter Engagement team to help with the planning, organisation and running of a range of high profile events (including Chancellor’s Circle events) and visits to inform, cultivate and steward existing and potential legacy donors;   

9. Assist the Development Officers and Publications Officer in creating informative and inspiring fundraising materials and messages in support of the legacy fundraising strategy.   This includes responsibility for ensuring the content of the Legacy section of the website is relevant and updated regularly; and proof reading materials prior to publication or submission.
General Assistance

The role-holder will be expected to:
10. Support the Development Campaign Manager and Fundraising team in maintaining excellent working relationships with key stakeholders including, but not limited to, the Director of Development; Principal’s Office; academic staff, alumni, donors and prospects;

11. Work closely across the Development Office  to ensure a regular flow of information with Alumni Relations, Events, Publications, Annual Giving and Stewardship teams about fundraising activities and in particular the cultivation of high-end annual donors and potential legators;
12. Attend University events and meetings, on campus and elsewhere. The Development Assistant must be flexible in respect to working hours and be available to travel from time to time;

13. Work with the PA to the Director of Development and other Development Assistant (Fundraising) to ensure that an appropriate level of office cover is maintained across the fundraising team and wider Development Office. This will include providing regular cover for Development Reception as per an established rota;

14. Display a flexible approach and undertake other ad-hoc projects and duties as assigned by the Development Campaign Manager, Director of Development, Associate Head of Major Gifts, Head of Development Operations, Head of Alumni and Engagement and North American Development Manager and other senior members of staff to ensure the effective running of the Development Office. This will include providing office cover for absences, liaising with University Schools and Units and assisting with events and mailings.

 Special Requirements: 


The role-holder will generally work within normal office hours. There will be on occasion out-of-hours working, including at weekends and evenings to assist with activities and events run by the Development Office.

Please note that this job description is not exhaustive and the role holder may be required to undertake other relevant duties commensurate with the grading of the post. Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.
	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)

	Education & Qualifications 

(technical, professional, academic qualifications and training required)
	Educated to HNC/HND level or equivalent (or equivalent level of experience)


	Educated to degree level or equivalent
	Application form/
Certificates

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Good understanding of

fundraising either 

through working for a charity or as an active volunteer in the 

charitable sector

Ability to understand 

the needs and interests of major gift donors in order to provide support for the fundraising team function

Administrative experience including diary management, dealing with correspondence, setting up meetings and booking travel & accommodation  

Experience of administering budgets and keeping financial records & spread sheets
	Working in university or college environment 

Experience of Raiser’s Edge or other alumni /membership database


	Application / Test/
Interview



	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Good written and verbal communication skills required to deal effectively with people at all levels including senior university staff, students, key donors & alumni volunteers and external suppliers

High standards of 

personal and work presentation

Methodical and careful working practices with meticulous attention to detail including accurate data entry skills

IT literate, with high level of expertise in Microsoft Word, Excel, internet, email, databases and other packages (querying/ exporting and analysing data)

Ability to work on own initiative and field enquiries/ handle complex correspondence

A flexible, effective and positive team player, with the commitment and willingness to join in as required

Ability to handle confidential material with tact and discretion
	
	Application / Test/
Interview



	Other Attributes/Abilities 

(if applicable) 


	Ability to work under pressure in a busy office environment while maintaining a calm and friendly manner

Flexibility to work evenings and weekends as required
	
	Application / Test/Interview




Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  
	Other Information  


Interviews will be held on 28 June 2016.

We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref:   CG1500ML
The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 

The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them former Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research intensive seats of learning. It is the top rated university in Scotland for teaching quality and student satisfaction. In the Research Excellence Framework (REF) 2014 the University was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.
