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Senior 
Development 
Officer 
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Deadline for applications:   
Sunday 3 November 2019 
Interviews will be held on:  
Thursday 14 and Friday 15 November 2019 
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Background  
 
Leeds Community Foundation is a registered 
charity, supporting thousands of local 
charities and voluntary groups (Third Sector 
Organisations or TSOs) across the city of 
Leeds and increasingly the city of Bradford, 
addressing inequalities and working together 
to help create opportunities for those that 
most need help.  

As part of a national network of 46 UK 
Community Foundations1, we invest in these 
TSOs by distributing grants and sharing 
advice – acting as a catalyst for positive 
change.  

Leeds Community Foundation relies on the 
generosity of individuals, businesses and 
public sector organisations to help local 
people to gain the support they need now, 
while investing in a brighter future for all.  

Since its origins in 2004, the charity has built 
on its strong foundations to serve local 
people. We invest in community solutions to 
the challenges and opportunities presented 
to that community, doing ‘with’ the 
organisations and individuals who will benefit from the positive change. 

Over the next 5 years, our Plan 2024: Ambitious for All will ensure that Leeds Community Foundation 
is agile in response to social and economic challenges, and political change, but crucially will need to 
establish a firm foundation for long term resilience and steady growth.  

Plan 2024 is designed to channel that energy into a shared reality and build a better future now for the 
communities of Leeds and Bradford that need it most.  

 

Main Purpose of the Job  
To generate income through private and corporate relationships in Leeds and Bradford, to include: 
recruiting and stewarding supporters of the 100 Club and other giving programmes and campaigns. 
Further responsibilities include: securing sponsorship; supporting the generation and account 
management of corporate funds; nurturing and extending the Foundation’s network of decision 
makers and influencers; and acting as an advocate for the Foundation. 

 
 

                                         
1 https://www.ukcommunityfoundations.org 
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Job description 
 
Job Title  Senior Development Officer  
 
Reports to:  Head of Relationships  
 
Line Reports:  None 
 
Salary:  In the range of £23,000 - £26,000 FTE dependent on experience 
   Contributory pension starting at 4% on completion of probation period 
 
Hours of work:   35 hours per week, usually Monday to Friday between 9am and 5pm.  

There will be some need to work outside normal office hours for events and 
functions. Time off in lieu will be given where excessive out of hours working is 
required. 

 
Contract term: Permanent, subject to a probationary period of 3 months. 
 
Place of Work:  Leeds city centre offices with requirement to also work across Bradford.  

We encourage use of public transport where possible, but a mileage allowance is 
offered for business vehicle and for bike mileage.  

 
Equal Opportunities Leeds Community Foundation is an equal opportunities employer. We value 

diversity, promote equality and challenge discrimination. We welcome applications 
from people of all backgrounds and we particularly encourage applications from 
people with disabilities, Black, Asian and Minority Ethnic people, and trans and 
non-binary people, who are currently under-represented within our staff team. Our 
offices are fully accessible. 

 

Key tasks 
 
100 Club: recruitment and stewardship 
- To drive recruitment to the 100 Club in Leeds and Bradford, reaching new members and a diverse 

audience, in keeping with the targets set out in the business plan. This will involve liaising with 100 
Club members, 1-1 meetings with potential donors, developing a strong network of decision 
makers / influencers, and using events and marketing to reach new supporters.  

- To lead on the administration of the 100 Club, retention and recruitment of donors, and contribute 
to the design of donor account management.  

- To attend internal and external events, representing the Foundation and its values. 
 

Corporate Funds 
- To identify opportunities for corporate donations to personal funds or The Leeds Fund. 
- To support the account management of corporate donors and maximise giving opportunities. 
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Sponsorship  
- To identify and maximise sponsorship opportunities across all the 

Foundation’s activities, in keeping with the targets set out in the business plan.  
- To design and deliver activation of sponsorship and its evaluation. 
 
Other 
- To actively support the values of the Foundation and be an active advocate of its work. 
- To keep accurate records on people and progress using the Foundation’s database (Salesforce / 

Digits). 
- To develop the Foundation’s networks and relationships with donors, influencers, decision makers 

and stakeholders across Leeds and Bradford. 
- To undertake ongoing research into the corporate and civic life of Leeds and Bradford in order to 

stay abreast of changes and opportunities within the business landscape. 
- To undertake any other activities commensurate with the grading of the post, which may 

reasonably be required from time to time.  

 

Person specification 
 
Attitudes and skills 

 Passionate about the values of the Foundation’s work in Leeds and Bradford. 

 Excellent organisational skills. 

 Excellent communication skills (written and oral). 

 Ability to use own initiative but work well as part of a small team. 

 Confidence in relating to, and influencing people, at all levels and across all sectors. 

 Highly motivated, with enthusiasm and determination.  

 Good time management and ability to balance competing priorities. 

 Good computer and administration skills; need to be largely self-servicing with experience of 
Word, Excel and databases.  

 Ability to manage your own workload, work strategically with colleagues, and meet deadlines 
under pressure. 

 
Essential experience 

 Minimum of 2 years’ experience in a similar role. 

 An experienced networker, able to build relationships with a diverse range of stakeholders. 

 Relevant experience of sales and negotiation skills within a fundraising / development 
environment.  

 Proven experience in one or more of the following areas: 
o Membership scheme – recruitment, administration, retention 
o Stewardship of existing donors 
o Soliciting and securing large funds from some of the following: High Net Worth Individuals, 

private sector companies, public sector or charitable trusts/foundations 
o Bid applications. 

 
Desirable skills, knowledge and behaviours 

 Cross-sector working (public, private, voluntary). 

 Working with volunteers. 

 Working in philanthropy or funding environments. 
 
 


