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---------------------------------------------------------------------------------------------------------------------

1.
IDENTIFICATION OF JOB 

---------------------------------------------------------------------------------------------------------------------

JOB TITLE


:
Business Support Manager
POST NUMBER

:
89
DEPARTMENT

:
People and Engagement
RESPONSIBLE TO
:
Head of People & Engagement
RESPONSIBLE FOR
 :
M&F Administrator, Community Fundraising Officer, volunteers as necessary
---------------------------------------------------------------------------------------------------------------------

2.
OVERALL PURPOSE OF JOB 

---------------------------------------------------------------------------------------------------------------------

To implement targeted fundraising and profile raising activities with the business community for Cornwall Wildlife Trust.
To support the Head of People & Engagement with the implementation of the marketing and fundraising strategies as necessary.
---------------------------------------------------------------------------------------------------------------------

3.
MAIN RESPONSIBILITIES 

---------------------------------------------------------------------------------------------------------------------

Lead on the Business Supporter scheme
·  Review the ways in which the Trust engages with the business sector in Cornwall.

· Develop new and maintain existing large sponsorship deals (£5k+) for the Trust.

· Be the key contact for all Business Supporters for any level of support across the Trust.

· Working to budget income targets, identify and engage with local businesses to encourage Business Membership, visitor gifting schemes and general fundraising and in-kind support for Cornwall Wildlife Trust.

· Ensuring that all Business Memberships and transactions are administered.

· Build and develop relationships with businesses who are already involved with the Trust.

· Organise corporate events as appropriate.

· Represent the Trust at business networking events as appropriate.

· Secure the Trust’s annual wildlife raffle prizes.

· Responsible for sponsorship and reciprocal arrangements where necessary.

· Secure the Trust’s annual calendar sponsorship. 

· Co-ordinate the Trust’s involvement of the Wildlife Friendly Business Award in the Cornwall Tourism Awards. 

· Promote the Business Supporter scheme through the use of digital media, traditional media and corporate events.
· Research into potential new sectors of the business community to target for Business Memberships.

Enhance the Cornwall Good Seafood Guide Supporter scheme 

· Work with the Living Seas team to develop key business relationships, providing a robust income stream for the Trust’s Cornwall Good Seafood Guide - a key project within the Living Seas programme. 
· Grow the Cornwall Good Seafood Guide Supporter scheme; review existing membership scheme functions, create and work to marketing and business plans to promote the scheme, build on retention of current CGSG Supporters, recruit new businesses. 

· Use traditional and social media to promote the CGSG supporter scheme and sustainable Cornish seafood.
Staff and Volunteer management
· Manage the Marketing and Fundraising Administrator to include recruitment, performance review and provision of all necessary line management support.

· Manage Community Fundraising Officer to include recruitment, performance review and provision of all necessary line management support, including strategy and development.
·   Recruit, manage and develop volunteers relevant to the role.

Budgets and financial control

· Manage the Business Support Scheme department budget. Monitor expenditure and income of the fundraising activities related to this role.
· Support Community Fundraising Officer with appropriate Fundraising budgets.

· Support the Living Seas team/Marine Conservation Manager/Marine Awareness Officer in managing Cornwall Good Seafood Guide budget.

· Explore income generation and funding opportunities.
Internal and external liaison

· Through internal and external liaison, ensure that opportunities for other areas of marketing and fundraising development are not lost as guided by the priorities in Cornwall Wildlife Trust’s Strategic Plan.

· Maintain regular liaison with Marketing and Fundraising Team staff, and other Trust staff and Trust committees.  

· Attend external liaison meetings as appropriate to represent and promote the Trust.

· Represent Cornwall Wildlife Trust to the media, Trust members and supporters. Often representation is carried out proactively with the aim of furthering the Trusts’ messages and priorities.

Health and safety

· Ensure that all activities, including events and volunteer working, fulfil Cornwall Wildlife Trust’s H&S requirements. Take part in appropriate H&S training.
Other
· In order for the organisation to work effectively you may be required to assist with other areas of work and therefore should be prepared to undertake duties appropriate to the post, as delegated by your line manager.

All staff are required to abide by organisational policies and procedures.
4. PERSON SPECIFICATION

-------------------------------------------------------------------------------------------------------------------------
This specification details the experience, skills, knowledge and personal qualities required for the post.

-----------------------------------------------------------------------------------------------------------------------------
Experience
· Experience of either working or volunteering for a registered charity (E)

· Experience of developing relationships with senior positions in business (E)

· Experience of working with budgets and pre-determined targets (E)

· Experience of charity fundraising (E)

· Experience of managing staff and/or volunteers (E)
. Experience of project management (E)
· Experience of organising and implementing events (D)

· Experience of working with the media and PR (D)

· Experience of digital media, including websites, Facebook and Twitter (D)

-----------------------------------------------------------------------------------------------------------------------------
Knowledge

-----------------------------------------------------------------------------------------------------------------------------

· Literate and numerate (E)

· Educated to degree level (D)
· HND level (or equivalent) in marketing or business (D)

-----------------------------------------------------------------------------------------------------------------------------
Skills

-----------------------------------------------------------------------------------------------------------------------------
· Ability to engage people and project a positive image of the Trust and its work (E)

· Ability to communicate with a wide range of people (E)

· Ability to motivate and enthuse others (E)

· Ability to work creatively within an orderly framework (E)

· Ability to work alone, unsupervised whilst still understanding the needs of a team (E)

· Ability to produce and operate clear systems of information and track progress against planned       targets (E)

· Ability to effectively use Microsoft Office applications (E)

· Ability to cope with competing demands and manage a fluctuating and variable workload (E)

----------------------------------------------------------------------------------------------------------------------------
Personal Qualities

-----------------------------------------------------------------------------------------------------------------------------
· Initiative (E)

· Self-disciplined, self-motivated and self-confident (E)

· Attention to detail (E)

· Enthusiastic, dynamic and a lateral thinker (E)

· Tact, diplomacy, integrity and sense of humour (E)

· Clear thinking, concise and articulate (E)

· Receptive to the Trust’s vision, aims and objectives (E)

· Interest in wildlife and nature conservation (D)
All staff are required to abide by organisational policies and procedures.
Please sign and date this document to confirm its accuracy at the present time:

Job Holder …………………………………………………  …Date……………………………..

Line Manager ……………………………………………..……Date ……………………………
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