
JOB DESCRIPTION 

 
 
Job Title:   Relationship and Fundraising Manager 
 
Salary:   £25,000 - £30,000 FTE Pro-rata 

(Full-time or Part-time (Minimum 22.5 hours)) 
 

Accountable to:  Business Development Manager  
  
Place of Work:  Northwest (Salford based, or in any of our offices) 

Tenure:   2 Years Fixed-term contract with option of extension* 

 
PRIMARY PURPOSE OF THE JOB 
 
Generating income & raising awareness of Adoption Matters through a wide range of 
relationship building and fundraising activities. 

The key priority for this role is to secure, develop and maintain quality relationships and 
partnerships with companies and organisations across the regions covered by Adoption 
Matters’ activities. The post-holder will develop opportunities through these relationships to 
secure sponsorship funding and other benefits for the agency (for example: staff fundraising, 
payroll giving, charity of the year partnerships, fundraising events, donations of cash and/or 
goods & services and cause related marketing). The role will also include making contact 
with high net worth individuals to develop funding and sponsorship opportunities, legacies 
and donations.  

*The post is initially fixed-term for 2 years. Extension beyond this will be dependent upon the 
successful candidate achieving the following income targets, or showing significant progress 
towards doing so within that period: 

1. Securing sufficient income to cover the post-holder’s salary and on-costs. 
2. Achieving a minimum return of £2 for each £1 costs for expenditure on fundraising 

activities. 
 

This is a new position within the agency but will support and develop existing partnerships. 
The post-holder will need to be able to identify and prioritise opportunities, pitch and secure 
new business to meet agreed targets (initially within the northwest region but potentially 
expanding to cover parts of Yorkshire & Staffordshire / West Midlands). The post holder 
would also lead on specific corporate fundraising initiatives for the whole charity and oversee 
and attend events when necessary. The successful candidate must be willing to work some 
evenings and weekends as required and be able to travel around the North West region and 
occasionally further afield in developing opportunities. 

In addition to the duties and responsibilities listed, the job holder is required to perform other 
duties assigned by the Chief Executive from time to time. 
 
KEY TASKS 
 
Main Responsibilities and Tasks 

1. Develop, in collaboration with the Business Development Manager, Marketing 
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Manager and Chief Executive, a fundraising plan for the agency outlining a strategy 
for increasing charitable income and raising awareness of our work, specifically 
covering the following areas: 

• Corporate Sponsorship and Fundraising 
• Relationships with “high net worth” individuals 
• Legacies and donations 
• Fundraising activities and events 

 
2. Work to the stated targets for income generation and identify proposed means and 

activities, resource requirements and staff support required to achieve these targets. 
Initial income Targets are set by the Chief Executive, Business Development 
Manager and Marketing Manager. 
 

3. Identify, solicit and secure long-term, mutually beneficial corporate partnerships which 
will include Charity of the Year (COTY) opportunities, sponsorships, one off events 
and cause related marketing. This will involve undertaking research into employers, 
targeting our existing service users for potential lead generation, meeting with 
families, making cold calls, writing targeted letters, assisting with funding proposals 
and preparing and delivering quality presentations and pitches. 
 

4. Negotiate agreements with corporate partners to maximise income potential in 
compliance with the charity’s Ethical fundraising Policy and charity legislation.  
Deliver monthly reporting to monitor performance of progress, budget spend and 
implement remedial actions when required. 
 

5. Organise & facilitate and attend suitable networking opportunities and fundraising 
events in order to engage prospects appropriately. 
 

6. Ensure all commitments to partners are realistic and fulfilled to a high standard and 
within deadlines. 
 

7. Develop partnership plans for all corporate partners.  Maintain effective account 
management utilising effective fundraising mechanisms in order to reach the agreed 
target.  Initiate, develop and maintain long-term relationships through well planned 
stewardship activities and the highest standards of donor care. 
 

8. Identify and approach suitable, potential new Patrons for the agency to help increase 
and enhance our public profile 
 

9. Identify and work with adopter Ambassadors to help enlist and engage prospective 
companies. 
 

10. Maintain up-to-date knowledge of innovative fundraising techniques and best 
practice. 
 

11. Ensure that all financial & non financial targets are achieved. 
 

12. Adhere to the charity’s policies and procedures (including financial, human resources, 
safeguarding, data protection) and ensure good communications with the relevant 
staff teams. 

 
Additional tasks  
 

a. To develop a good understanding of the agency’s work, strategy, mission, vision and 
values in order to be able to effectively represent Adoption Matters in a variety of 
different contexts and to different audiences, ensuring that a positive image is 
presented.                                                                                        
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b. To attend agency meetings such as team meetings, board meetings and other 
agency events as required (For example, the post-holder will be required to attend 
and input into quarterly meetings of the Business Development Group). 
 

c. In partnership with the Marketing Manager & Business Development Manager, 
investigate existing and developing opportunities for online/digital fundraising. 
 

d. To maintain a current knowledge of changes in legislation affecting charities and the 
adoption sector and carry out fundraising activities in line with the Institute of 
Fundraising Codes of Conduct. 
 

e. To contribute to other activities undertaken by Adoption Matters as required under the 
direction of the Business Development Manager and Marketing Manager. 
 

f. To adopt a positive and reflective approach to personal and professional 
development, participating constructively in regular supervision and an annual 
performance review. 
 

g. To work flexibly as required to meet the demands of the post, which may include 
some evening and weekend work. Also to be prepared to travel across the region 
(and potentially further) to initiate and follow up potential new business and leads. 
 

h. The above outlines the duties required to indicate the level of responsibility.  It is not a 
comprehensive or exclusive list and duties may be varied from time to time, which do 
not change the general character of the job or the level of responsibility.  

 
 
General 
 
Undertake other work of an equivalent nature and level as directed by management 
including, but not limited to the following: 
 
Liaise and co-operate with other staff, social workers, management and officers of the 
Agency, medical and legal advisers, DBS, health and education authorities, government 
departments, social services offices and external suppliers and contractors. 
 
At all times, when carrying out key tasks, maintain financial awareness and ensure that 
operational management approval is obtained for any expenditure. 
 
At all times during the employment conform to the security measures of the Data Protection 
Act 1998 and to the safety of self and others in relation to the Health and Safety at Work Act 
1974, the Management of Health and Safety at Work Regulations 1999 and the Fire Safety 
Order 2005. 
 
At all times during employment fully support and demonstrate our values in relation to equal 
opportunities and diversity, as outlined in our Equal Opportunities Statement.  
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