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Job Description


Title: Individual Giving Officer 
Reports to: Head of Individual Giving, ORBIS UK

Line Manages: N/A
Location: London UK

Overall Purpose of the Job 

· To manage the implementation of campaigns as part of the overall individual giving programme.
· To deliver an exceptional standard of donor care via a range of media
Main responsibilities:
· To be responsible for project managing a range of supporter retention and development campaigns through a mix of direct mail, telephone and online mediums. 

· To track, analyse and report on results from allocated campaigns and monitor supporter feedback. To conduct and present detailed End of Campaign Reports and ensure these are fed into the planning of future campaigns when appropriate. 
· To coordinate the design and delivery of supporter e-update programme in conjunction with web designer. 

· To work with the Database Officer on the extraction, supply, returns and analysis of campaign data and demonstrate best practice in this area. 
· To provide general assistance to the Head of Individual Giving including handling ad hoc queries from supporters. 
· To support the Individual Giving Team and manage other projects as required by the Head of Individual Giving
· To work with agencies, suppliers and volunteers as required to deliver the best results for all activity.
· Assist Head of Individual Giving in financial monitoring, budgets and plans for the team. 

· Assist Database Officer with data management and other ad-hoc tasks
General Requirements

· Willingness to work some evenings or weekends

· Willingness to travel abroad as necessary

· As a small organisation, staff are expected to work as a close team, to be flexible in their approach and to provide support for other areas as necessary

Knowledge and Experience
Essential

· Experience of project managing marketing campaigns within a charity, agency or commercial environment.

· Experience of working with digital media such as email or web based projects

· Excellent communication skills (written and verbal)
· A thorough understanding of donor development and supporter care

· Highly numerate with analytical skills for campaign analysis. 

· An up-to-date knowledge of the fundraising sector, key trends and developments

· Strong project management skills
· IT literacy, including familiarity with MS Office
· Understanding of data protection laws

· Flexible and pro-active with the ability to work productively both independently and in a team-based environment

Desirable
· An understanding of issues relevant to international development 
· Experience of fundraising database Raiser’s Edge 

· Direct Marketing / Marketing qualification 

· Experience of designing for print and web
