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Mission Aviation Fellowship UK

Role Description Management Level 
Job title: Interim Supporter Relations Manager
Date written: June 2010 
Fixed term contract: Available from August 2010 to March 2011
Accountable to: Head of Direct Response Fundraising

Job summary: To manage the Supporter Relations function, ensuring the effective and efficient processing of gifts and acknowledgements to supporters, the development of tax efficient giving programmes and processing.  To manage projects associated with the improvement of processes within the team.
Note.  The focus of this temporary role is to manage the team.  Delegation is key to utilising the skills, knowledge and experience of the team.  The Fundraising and Communications Group has recently undergone a process improvement project and this role will be responsible for taking the projects forward within the team.  The person will ensure the delivery of all the Key Responsibilities, as outlined below, in liaison with the team.

Key Responsibilities:

1. Manage and develop people and procedures responsible for processing gifts and providing financial reconciliation.

2. Maintain and develop the supporter database working in conjunction with other stakeholders as required.

3. Provide input to campaign planning from concept stage throughout production to ensure efficient ‘call to action’ and processing of resulting gifts and communications from supporters.

4. Schedule resources and campaign timings to meet quality of service objectives as agreed with audience managers.

5. Raise profile of Supporter Relations within MAF e.g. by providing visible real-time information on live campaigns against short term goals.

6. Report monthly cost and quality performance against objectives agreed with audience managers.

7. Manage and develop self and team.

Dimension and Limits of Authority: 

· Responsible for annual planning in accordance with the MAF UK strategic plan.

· Expenditure up to agreed budget.

· Responsible for managing the team.

· Decision making within agreed parameters.

· Responsible for adherence to legislation and good practice principles in all areas.

Tasks common to Managers: 

1. Role modelling of organisational values and beliefs - to contribute to the shared spiritual life of the MAF UK team. This will include ensuring that team members also lead or participate in the regular corporate prayer meetings.

2. To lead and manage the team to ensure it meets its objectives through support, performance management and development.

3. To keep line manager informed of all relevant and timely information.

4. To assist in the production or produce annual departmental plans and annual department expenditure budget.

5. Help develop and comply with internal standards for recording information and at all times comply with statutory requirements for handling personal and sensitive data in a confidential manner.

Christian values, beliefs and ethos of MAF UK:

As a Christian mission, MAF UK is seeking those who share in the evangelical Christian values and beliefs of the organisation, as described in the mission, purpose, values and beliefs statements.  All staff will be required to support and actively demonstrate the Christian values of the organisation and to take part in organisation activities such as staff meetings, prayer meetings, away days, where the values and beliefs of the organisation will be obvious.  This is due to the impact and influence of the role.

	Interim Supporter Relations Manager - Person Specification 

	
	Essential
	Desirable

	Education/Qualifications
	· Educated to degree or equivalent standard


	· Management qualification or training

	Experience
	· Proven experience in a management role

· Proven experience of leading a team

· Experience of setting and controlling budgets


	· Experience of working in a Christian organisation or charity environment 

· Experience of working within a fundraising organisation

	Skills/Abilities
	· Ability to communicate clearly, assertively, and diplomatically at all levels in group and one to one settings

· Ability to plan and work strategically

· Ability to influence at all levels within a complex stakeholder organisation

· Ability to supervise, motivate and envision team members

· Ability and willingness to work within organisational guidelines and corporate objectives


	· Project management experience



	Personal Qualities
	· Committed and mature evangelical Christian, able to demonstrate understanding and acceptance of the Statement of Faith and willing to proactively take part in MAF events and meetings e.g. prayer meetings, away days etc. Able to describe these beliefs and values to others so as to represent MAF as a Christian mission organisation

· Self-starter

· Excellent interpersonal skills

· Listening skills

· Clear thinker and communicator
· Emotional resourcefulness

· Flexibility towards others and circumstances

· Service orientation


Brief summary of Terms and Conditions

Job Title: Interim Supporter Relations Manager
Location: MAF UK, 1st Floor Castle House, Castle Hill Avenue, Folkestone, Kent, CT20 2TN

Working hours: Office opens officially from 9:00 to 5:30pm

Terms:

· Full time job holders - as a senior appointment at least 37.5 hours per week but in addition those required to achieve the agreed responsibilities, with 1 hour for lunch daily, unpaid. 

· Flexibility will be required for working additional hours and travel to meet business needs or for travel or meetings on weekends or evenings.

· Annual leave entitlement of 20 days per year plus the Christmas/New Year office closure and 8 paid public holidays per year. Pro-rata entitlement for part time job holders.

· Non contributory pension scheme (10%) of salary begins on the completion of 3 months employment. Fixed term staff with contract from 3 months to 1 year: MAF UK will make a pension contribution either to the group pension scheme set up for permanent staff, or to an alternative scheme if requested. 
Probationary and notice period:

· 1 month probation period.
· Notice period is 1 month.

Salary:

· Grade 3: Department Manager

Signed:……………………………………………   Date:……………………………………

Name: 

Signed:…………………………………………….   Date:……………………………………

Name (Line Manager): 

