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	JOB TITLE: 
	Fundraising Officer
	SALARY: 
	£30,784-32,000



	REPORTING TO: 
	Trusts and Grants Lead
	HOLIDAYS: 
	34 days including bank holidays and a day off on your birthday – Pro Rata
 

	LOCATION: 
	Future Youth Zone, 201-225 Porters Avenue, Dagenham, RM9 5YX 
	HOURS: 
	40 hours per week, including flexibility to work occasional evenings and weekends as required. Hybrid working. Part time candidates will be considered including the flexibility to work around childcare or caring responsibilities.

	THE PERSON: 
	This is an exciting opportunity to join a dynamic and supportive fundraising team of five, and to play a vital role in generating income that changes young people’s lives. You will be organised, detail-focused and comfortable working with spreadsheets or databases, with a genuine interest in learning more about grant fundraising.
In this role, you will support the team with the day-to-day operations across all fundraising income streams - from thanking and processing donations, to managing financial administration and helping to secure new income through small and medium grant applications. This is an ideal next step for someone looking to build their career in fundraising, develop new skills and make a meaningful impact.



	KEY RELATIONSHIPS: 
	Head of Fundraising, Trusts and Grants Lead, Corporate Partnerships Manager, Partnerships & Events Executive, Marketing and Communications Coordinator, Donors, Youth Work Managers, Young People and Parents.


	KEY DATES
	
Closing date: 19th February Interviews will be held during the day or in the evening of the week beginning 23rd February
 
 


Future Youth Zone are committed to safeguarding and promoting the welfare of children, young people and vulnerable groups. This post is subject to an enhanced DBS check.  Pre-employment checks will be required for this role.  

JOB PURPOSE: 
 
The Fundraising Officer is a permanent role that provides vital support across all our fundraising streams. Working closely with the wider team, you will help deliver and develop our fundraising function, contributing to an annual income of approximately £1.8m.
You will support the team with a range of fundraising administration, ensuring accurate processing and recording of donations and helping to keep systems and financial information up to date. Alongside this, you will support the creation of engaging and persuasive proposals for funders, grounded in Future Youth Zone’s seven-day-a-week provision. You will also help engage individual donors and steward relationships with trusts, corporates and other stakeholders, including through fundraising events that strengthen our partnerships and support our work.

This is a unique opportunity to join Future Youth Zone at an exciting moment, as we begin delivering our new three-year strategy from 2026.
 
CONTEXT OF THE POST: 
 
Future was the first Youth Zone in London opened by the national charity, OnSide in Spring 2019.  
Future, like all OnSide Youth Zones, exists to give young people, particularly those who are disadvantaged, somewhere to go, something to do and someone to talk to. Each Youth Zone is open 7 days a week, at weekends and during school holidays, with the purpose of supporting young people to become happy, healthy, and successful adults.  
The Youth Zone supports young people like Monique, Owen and Bola to grow and develop. 
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DUTIES AND RESPONSIBILITIES 
Stewarding fundraisers
· Ensure that anyone who fundraises for Future Youth Zone (for example through challenge events) has a positive and rewarding experience, and clearly understands the impact of their support.
Fundraising administration
· Undertake a range of fundraising administrative duties to support the smooth running of the fundraising function.
· Manage the fundraising inbox and respond to supporter and donor enquiries in a timely and professional manner.
· Thank individual donors appropriately and support effective donor stewardship.
· Accurately log fundraising activities, campaigns, donations, emails, calls, tasks and documents on our CRM (Salesforce).
· Support fundraising mailouts, appeals and campaigns, including drafting stewardship and campaign-related emails.
· Code income on bank statements and update Salesforce with income received.
· Upload income from platforms such as Stripe and JustGiving to Salesforce, ensuring records are accurate and up to date.
Donor and grant fundraising
· Manage a portfolio of donors and prospects, identifying, cultivating, soliciting and stewarding relationships in line with an agreed annual income target.
· Identify and research trusts, foundations and corporate foundations that are suitable prospects for Future Youth Zone.
· Monitor funding alerts and maintain a clear pipeline of planned funding applications.
· Prepare high-quality written applications and bi-annual mailouts to small and medium trusts, foundations and corporate foundations.
· Produce timely, engaging and accessible project reports that inspire funders and strengthen long-term relationships.
Team support
· Support the planning and delivery of fundraising events and wider team activities as required.













Person Specification 
Applicants must demonstrate in their cover letter that they currently have the experience and use the skills outlined below or have used them previously in employment, education, training, volunteering etc. 


Person Specification

	Selection Criteria*
A = Application Form   I = Interview   T = Test/Personality Profile
	Essential or Desirable
	Method of Assessment

	Experience

	Fundraising experience of producing high quality, imaginative and compelling bids and reports
	Desirable
	A & I

	Fundraising experience in prospecting for new trust and foundation and/or corporate opportunities
	Desirable
	A & I

	Experience of providing excellent relationship management and stewardship with supporters
	Desirable
	A & I

	Experience working or volunteering for a charity
	Desirable
	A & I

	General office or administrative experience (minimum 1 year)
	Essential
	A & I

	Experience of using industry standard IT systems (e.g. Microsoft Office, email, internet etc.)
	Essential
	I 

	Skills
	
	

	Excellent communication skills, including the ability to speak and write clearly and professionally using a high standard of English
	Essential
	A & I

	Able to work independently and as part of a team
	Essential
	A & I

	High level of accuracy and attention to detail

	Essential
	A & I

	Strong organisational skills and ability to manage competing tasks
	Essential
	A & I

	Knowledge
	
	

	Understanding or interest in the challenges faced by young people
	Desirable
	A & I

	Understanding of fundraising 
	Desirable
	A & I

	Awareness of safeguarding principles and policies
	Desirable
	A & I

	Special Requirements
	
	

	DBS clearance and committed to Safeguarding children 
	Essential
	A & I




*Selection criteria for guidance only, alternative methods may be used to assist the selection process 
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The strength of the OnSide Network of Youth Zone is the diversity of its people, we place huge value on different people doing things in different ways and we welcome applications from what might be considered non-traditional backgrounds. The one thing we all have in common is our desire to raise the aspirations of young people across the country.   
For information regarding how Future Youth Zone and OnSide Youth Zones process your data, please visit www.futureyouthzone.org/privacy-policy/ 


OUR VALUES AND STAFF BENEFITS: 
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Charity registration number: 1172247 
Company number: 10236576 



@futureyouthzone @futureyz @futureyz
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