Development Administrator

Purpose of the Role
The Development Administrator will provide administrative support for the Development and Alumni Engagement team. This role will report to the Deputy Development Director and work with colleagues across the College’s fundraising team including the Director of Development, Associate Development Director, Development Manager, and Development Operations Manager. This is a varied role, which includes assisting with all fundraising and stewardship activities, accurately recording fundraising activity on the database, processing donations, conducting prospect research, assisting with prospect pipeline management, and carrying out administrative work relating to fundraising campaigns to ensure the smooth running of the office. 

Main Duties and Responsibilities
The following duties are not shown in order of priority or frequency, nor is the list exhaustive, but rather an indication of the type and level of duties expected of the post-holder.

Fundraising and Data Management
· Ensure that all donations are added to DARS, the relational database used by the team, in a timely and accurate manner.
· Prepare and send formal acknowledgement letters, emails, and receipts for donations and notifications for changes to donor groups and societies. 
· Assist with administration of donor recognition groups. 
· Respond to various payment and pledge-related queries from donors and their representatives.
· Preparation of monthly Gift Aid submissions and refunds. 
· Process and import monthly gifts 
· Support the Development Operations Manager with financial reconciliations and with the preparation of information for reports, liaising with the Bursary where appropriate
· work with the Development Operations Manager on projects to clean and improve data held on DARS.
· Ensure that the university-wide DARS database is maintained with accurate and up-to-date details on St John’s alumni, donors and other important constituents.


Prospect Research and Pipeline Support 
· Assist the Director of Development, Associate Development Director, and Deputy Development Director in research, analysis, and due diligence on prospects and donors
· Work with the Development Operations Manager and fundraising team to develop and execute a prospect pipeline and effective moves management system
· Research and write briefings on people, companies, foundations and trusts, tailored to requests and completed to deadlines. These vary greatly in depth according to their purpose and include in-depth research for the use of the College’s fundraising team, President, Principal Bursar, and Fellows and staff. 
· Work with fundraising colleagues to research and compile information for the College’s due diligence process and Ethical Donations Advisory Group 
· Research and identify potential donors with whom the College will aim to develop significant philanthropic relationships. 


Team Support and Office Management
· Support fundraising colleagues with regular giving activities including telethons and mailings.
· Provide general clerical support and assistance to the team, particularly for fundraising activities and donor stewardship.
· [bookmark: _Hlk230794115]When required, attend events and assist the team to ensure are successfully delivered.
·	
[bookmark: _Hlk230792491]Person Specification
	Qualifications
	Essential
	Desirable

	Educated to Degree standard or equivalent experience
	 
	X



	Experience and Knowledge
	Essential
	Desirable

	An understanding of the principles of fundraising and alumni relations
	 
	X

	Knowledge and experience of the Higher Education sector
	 
	X

	Experience of financial management or gift processing
	 
	X

	Working knowledge of tax-efficient giving (e.g. Gift Aid)
	 
	X

	Working knowledge of the Data Protection Act and its implications for data processing
	 
	X



	Skills
	Essential
	Desirable

	Strong administrative and IT skills
	X
	 

	Experience of using a CRM database
	 
	X

	Strong written and oral communication skills
	X
	 

	Strong interpersonal skills: with the proven ability to establish and maintain positive relationships with a wide range of people
	X
	 



	Attributes
	Essential
	Desirable

	Organized and flexible, able to prioritize
	X
	 

	Highly motivated, able to work independently
	X
	 

	Proactive and positive approach
	X
	 

	Ability to deal with confidential matters and act with discretion
	X
	 

	Ability and willingness to support colleagues
	X
	 

	Capable of remaining calm and effective under pressure
	X
	 

	Ability and willingness to very occasionally work at evenings or weekends, for which time off in lieu will be given
	X
	 

	A strong belief in the importance of universities to society, coupled with an acceptance of the importance of diversifying the funding base of these institutions, particularly with philanthropic support
	X
	 


Summary of Terms and Conditions of Employment:
Development Administrator
	Department
	Development and Alumni Relations

	University Grade
	5



This summary is given as a guide and is not intended to form part of an individual’s contract of employment.
Salary 
Appointment will be Grade 5 of the University’s salary scale for non-academic staff, currently £32,108 - £37,338 inclusive of the Oxford University weighting, with a discretionary range up to £40,514 depending on experience. Salaries are reviewed annually in line with the pay award for other salaried administrative staff.
Contract  
The job is offered on a Permanent basis.
Hours of Work 
Normal office hours are 35 hours per week. Normal hours of work are 9:30am to 5:30pm, with an hour for lunch. Some flexibility will be required according to the demands of the workload. Time off in lieu will be given for extra hours worked.
Annual Leave
Annual leave entitlement is 38 days, which includes 8 public holidays and 5 fixed days to be taken at Christmas, when the College is closed. The holiday year begins on 1 January and ends on 31 December.
Meals 
The post-holder is entitled to free lunches in Hall on days they are working at the College site. The College also provides free tea, coffee and water during the working day.
Pension 
The post-holder will be automatically enrolled into the contributory St John’s College Staff Pension Fund from the commencement date of the appointment. Contributions will be payable in equal monthly instalments in arrears.
Probationary and Notice Periods
The appointment is subject to satisfactory completion of a six-month probationary period, during which time the notice period will be one week on either side. Once the appointment has been confirmed, the notice period on either side will be three months. 

Hybrid Working 

St John’s operates a hybrid working scheme for administrative staff. After the initial probationary period the post-holder will be able to work from home for up to one day per week in term time and up to two days per week in non-term time.

Other 
St John’s College will pay for relevant training, conference attendance etc., to enhance work performance and encourage professional development. St John’s staff may also make use of the College’s two gyms.
Appointment Procedure
To apply, please send a full CV as well as a cover letter and the names and contact details of two referees, preferably by email to peter.ard@sjc.ox.ac.uk . 
The closing date for applications is close of business Tuesday 7 July. 
It is anticipated that interviews will be held in the week commencing tbc.
The appointment will be subject to (i) the provision of an original document which indicates your right to work in the UK, and (ii) the completion of an initial probationary period.
Data protection
All data supplied by applicants will be used only for the purposes of determining their suitability for the post and will be held in accordance with the principles of the Data Protection Act 1998, General Data Protection Legislation and the College’s Data Protection Policy and recruitment monitoring process.
Equality of Opportunity
St John’s College is committed to providing equality of opportunity and avoiding unlawful discrimination. The policy and practice of the College requires that all staff are afforded equal opportunities within employment and that entry into employment with the College and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. In all cases, ability to perform the job will be the primary consideration. Subject to statutory provisions, no applicant or member of staff will be treated less favorably than another because of his or her sex, marital status, sexual orientation, racial group, age or disability 

