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Philanthropy Assistant

JOB PURPOSE

To support the Philanthropy Team to promote community philanthropy, helping to deliver grant making that meets targeted impact needs in Milton Keynes.  Provide administrative support enabling the team to engage individuals and organisations that have set up funds at the Community Foundation and develop the effectiveness and scale of existing donors’ giving.

Reporting to: Director of Philanthropy

JOB DESCRIPTION

1. Develop and support philanthropy advice relationships:
· Support the Philanthropy Team to organise events and networking meetings.
· In line with an agreed plan and with other team members support, deliver and administer:
· Community Car Raffle
· Local Giving
· Community Foundation’s bursaries, prizes and individual awards
· Membership Programme
· Events & Networking Management
· Database, reporting and campaigning management support.

2. Understand the local social sector and obtain extensive community knowledge:
· Advise voluntary and community groups in making an application to the Community Foundation, where required.
· Support the Philanthropy Team in conducting research into local and national statistics, local networks, organisations and individuals.

3. Be an effective grant maker:
· Research and assess grant applications and prepare reports for Grants panels.
· Complete due diligence on all incoming applications (e.g. reviewing supporting documents, checking applications are complete).
· Report to Philanthropy Managers and Director of Philanthropy on grant making issues and prepare reports for grants panel meetings.

4. Monitor the impact of our work and share this effectively with donors to bring philanthropy to life:
· Administer effective monitoring and impact evaluation processes

5. Contribute to MK Community Foundation and to the wider UK Community Foundation movement:
· Develop and maintain effective communications with other members of staff and trustees to maximise the potential of the Foundation’s objectives.
· To work collaboratively with colleagues including attending Community Foundation events to ensure effective team working.
· To undertake any other duties, as required by the Director of Philanthropy.


Person Specification 
1. Exceptional communication skills, articulate with the ability to relate to the voluntary sector, donors and members to establish a rapport and credibility with a range of people. Excellent written and presentation skills

2. Proven organisational skills; excels at working under pressure. Strong administrative skills, is efficient and able to prioritise and meet tight deadlines. Strong attention to detail. Strong lateral thinking and ability to independently solve problems.

3. Exceptional IT skills including Microsoft Office, database management, email and web

4. Knowledge and understanding of financial matters in assessing project budgets and viability

5. Excellent research and assessment and written skills, and an ability to undertake quality evaluation and monitoring  (written applications and budgets)

6. Knowledge of the local voluntary sector and how the sector enhances the quality of life for local people

7. Knowledge of Philanthropy activity in meeting donor and member needs


DESRIABLE SKILLS
1. Knowledge of Milton Keynes

2. Driving license holder and car owner


PERSONAL QUALITIES
1. Energetic and enthusiastic

2. Personal warmth, openness and sensitivity

3. Is approachable, empathetic and diplomatic

4. Works well with colleagues in a team environment, and able to work independently

5. Self-motivated and flexible
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