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Job Description

Title:	 		Legacy & In Memory Manager
Location: 	Cardinal Close/Hybrid 
Please note the role will follow a hybrid working model, with a minimum of two days working in Cardinal Close and the remainder WFH if preferred.
Reporting to: 	Head of Fundraising and Lottery
Responsible for:
Grade: 	MFL-D	

Our Vision
Our vision is a world where dying with dignity, compassion and having choices is a fundamental part of a life
Our Mission
Our mission is to ensure all individuals facing the end of their life in Lincolnshire receive dignified, compassionate care when they require it and where they ask for it. 
Our Values
Aiming High
We reach for excellence and set the standard for others to follow. Celebrating individual and collective success and actively looking for ways to be even better.
Being Courageous
We push boundaries and provide challenge - standing up for what is right and supporting others to make a difference across all aspects of our work. 
Working Better Together
We recognise the power of community; building connections and relationships which help us make a positive contribution. Respecting and valuing all contributions - we are ONE team, united and inspired by our common purpose.
Having Heart
People are at the centre of all we do. We’re proud of our ability to work in tough situations with resilience, empathy and kindness.
Doing It Right
We are ethical, honest and use resources respectfully. Taking responsibility for our actions and doing what we say we’ll do - we challenge others to do the same.  


[bookmark: _Hlk63083615]Job Purpose
The Legacy and In Memory of Manager is an exciting and critical role in the Fundraising and Lottery team. You will lead on the development and delivery of our Legacy and In Memory of strategy with the primary aim of growing our income generation against the challenging economic climate we now operate in from those who wish to donate in memory of a loved one or give a gift in their will.

This is the perfect role for anyone who is compassionate, calm and who enjoys supporting people. You will ensure that the wishes of those who give at this most sensitive of times is managed with kindness, compassion and respect and place a high importance on the ongoing stewardship of donors. 	

You will report to the Head of Fundraising and Lottery and work alongside our Fundraising and Lottery Team to ensure plans align. You will champion and celebrate legacies and in memory giving – internally and externally – raising awareness of the importance of legacies to our work showing the difference these make to lives of people affected by a life limiting or terminal illness throughout Lincolnshire. 

You will be responsible for an income target circa £3 million across Legacy and In Memory of support and you will explore and understand the market in which you operate, including the drivers and motivators for such giving.

You will be confident in working with senior managers, directors and trustees of the Hospice and external parties including Solicitors and Will writers to support the development of relationships with Legacy and In Memory of donors and thereby secure additional funding and support for St Barnabas. 
You will champion and celebrate legacies and in memory giving – internally and externally – raising awareness of the importance of legacies to our work showing the difference these make to lives of people affected by a life limiting or terminal illness throughout Lincolnshire.  

Key Responsibilities

1. STRATEGY & BUSINESS PLANNING
1.1 	You will be responsible for the effective management, development, and delivery of multiyear Legacy and In Memory strategy in line with industry trends.  
1.2 	Your priorities will be on business development with a focus on growth, delivering uplift through existing Legacy and In Memory of products and galvanising support through developing a widening and diverse portfolio of activity to increase income so that St Barnabas can enjoy a more stable financial future. 
1.3 	You will lead and work with the Head of Fundraising & Lottery to develop creative new inspiring campaigns that engage supporters and increase the number of supporters who include a gift in their will or give a gift in memory of a loved one.  
1.4 	To provide strategic and engaging leadership, planning, communication and overall management of the Legacy and In Memory of operation ensuring high performance standards and all key KPI’s and targets achieved.  
1.5 	Plan, organise and deliver a series of Legacy Marketing including `Free Wills Café’ events in-person and virtually, annually, generating opportunities for new legacy enquiries and pledges and following up on these. This includes developing further the department’s online channels and growth of social media channels.  

1.6 	Build relationships with staff, Trustees, and volunteers to ensure they understand the importance of legacy and in-memory income to the charity and equip and motivate them to promote legacies and in memory giving regularly, and with confidence.  
1.7 	You will champion and develop our In Memory of products and campaigns to include for example Much Loved Tribute pages, Light up a life and Ironworks Campaign to provide a range of opportunities for supporters to remember their loved ones through us.  
1.8 	Deliver talks and presentations where audiences fit a legacy or In Memory profile.

2. REPORTING & BUDGETS

2.1 	Responsible for implementing and monitoring annual income and expenditure budgets, ensuring we maintain a high return on investment and with the support of the Head of Fundraising and Lottery forecast annual and ongoing financial targets.  

2.2 	You will also actively take responsibility, alongside other managers, for achieving department budgets and targets across multiple streams of income and contribute to development of the Income Generation Strategy for 2024-29 to drive forward the charity’s ambitious plans for change and growth in line with the 5-year strategy.  

2.3 	You will work closely on an ongoing basis with the Finance team to monitor all Legacy notification and income, monthly, quarterly and annually. To monitor the budgetary performance, take remedial action as necessary and ensure that net income targets are achieved.  

2.4 	Work with colleagues in the Finance team to ensure a documented end to end process for the administration of legacies income and pledges.  

2.5 	Liaise closely with the Finance team to ensure the proper accounting, and where appropriate, restricting of legacies income.  

2.6 	Working with our Finance team closely monitor legacy case files ensuring maximum value of funds in line with legator’s wishes and moving these to completion as quickly as possible.  

2.7 	Work with our Finance team, and our solicitors (where appropriate) on the administration of complex cases including scrutiny of sales of properties and investments ensuring funds are maximised in line with the legator’s wishes.  

2.8	 Liaise with co-beneficiary charities building effective relationships to ensure the proper and timely receipt of funds. 
 
2.9 	Ensure accurate records of legacy and In Memory of income are maintained on both CRM and Finance Systems. 
 
2.10 	Maximise all gift aid opportunities within the agreed audiences.  

2.11 	Achieve agreed income targets for your income stream including additional KPIs such as number of new legacy pledges and enquiries.

3. MANAGEMENT INFORMATION & REPORTING

3.1 	Track, analyse and report on financial data and fundraising results in relation to Legacy and In Memory of activity and measure, manage and report performance using agreed performance measures for review by the Head of Fundraising & Lottery to ensure that all financial & non-financial targets are achieved.  

3.2 	Ensure all Legacy and In Memory data is maintained up to date on the Charity’s CRM system.  

3.3 	In conjunction with the Supporter Care and Data Lead work proactively on the development of appropriate segmentation and improved targeting of marketing campaigns through post campaign analysis and ad hoc data analysis projects and report on Legacy and In Memory of giving campaigns and by week/month to identify trends, inform future campaigns and activity, measure progress against KPI’s and ensure growth in income targets year on year.

4. LEADERSHIP 

4.1 	To provide strategic and engaging leadership, planning, communication and overall management of the Legacy and In Memory of Fundraising ensuring high performance standards and all key KPI’s and targets achieved.  

4.2 	You will inspire, motivate and empower those around you, including the Fundraising & Lottery team and Departments across the Trust to not only maximise income from existing supporters but also drive the acquisition of new support to achieve and grow annual targets.

4.3 	To explore and identify opportunities to utilise and secure volunteers to support this area of activity

5. STEWARDSHIP OF SUPPORTERS

5.1 	Key to the success of the role is understanding supporter motivations. The postholder will have the creative and business development skills and expertise to identify strategic opportunities, developing relationships, creating, and implementing retention, acquisition and supporter development strategies that increase lifetime value and length of support for Legacy and In Memory giving to support the Charity’s Trust wide Organisational Strategy.
  
5.2 	The Stewardship and care of our donors is also a priority to ensure they experience excellent donor experience with us. You will lead on our support to those who wish to give a gift in their will or donate in memory of a loved one. You will ensure that the wishes of people who give at this most sensitive of times is managed with kindness, compassion, sensitivity and respect.  

5.3 	Establish and nurture compassionate relationships with executors and next of kin ensuring the reputation of the Charity is upheld and communicating and celebrating the impact of a loved one’s gift where appropriate.

5.4 	Ability and willingness to travel to attend meetings, supporters and charity fundraising events.  


6. ADMINISTRATION

6.1 	Be able to complete administration duties relevant to the post to ensure that you can carry out the role appropriately and effectively, including the maintenance of records, the receipt and expenditure of funds and the development of the St Barnabas’ CRM system.


7. COMPLIANCE AND FUNDRAISING BEST PRACTICE

7.1 	Maintain and develop an awareness of current legislation, trends and opportunities relating to Legacy and In Memory of fundraising, ensuring that all work maintains the highest levels of confidentiality and all activity is of the highest standard and runs smoothly, efficiently and economically in a way which mitigates any risk to St Barnabas’ reputation through compliance with industry and sector standards, regulations and best practice including Charity Law, GDPR, the ICO, and Fundraising Regulator.  

7.2 	To be the first point of contact for advice and support for those in the Fundraising & Lottery teams and across the Trust to ensure compliance with Legislation and Regulations in relation Legacy and In Memory of activity and to ensure our supporters are adopting best practice in their support for the Charity.  

7.3 	Lead by example and ensure that behaviour is in line with the Core Values of the Trust.  

7.4 	Maintaining the trust and reputation of St Barnabas is paramount. You should adhere to ethical fundraising practices and ensure transparency in your interactions with all donors, partners, and volunteers.

8. CROSS-ORGANISATIONAL WORKING 

8.1 	To build, develop and maintain close relationships and work alongside other Departments across the Trust and volunteers to ensure they understand the importance of legacy and in-memory income to the charity and equip and motivate them to promote legacies and in-memory giving regularly, and with confidence.
  
8.2 	Work collaboratively with other Income Generation teams to promote activities and support with stewarding supporters across all streams. 
 
8.3 	To assist the wider fundraising team with other fundraising initiatives when required.

9. EDUCATION AND PROFESSIONAL DEVELOPMENT  

9.1 	To maintain a current knowledge of changes in legislation affecting charities and carry out fundraising activities in line with the Fundraising Regulator Code of Fundraising Practice, Charity Law and Gambling Commission working closely with the Trust’s Finance team. 

9.2 	Must demonstrate commitment to your own personal development including watching relevant webinars, podcasts, accessing resources and keeping upto date with industry trends.

9.3 	To ensure that a positive image of St Barnabas is projected at all times.

9.4 	To contribute to organisational effectiveness through positive teamworking.

9.5 	Be a proactive and constructive member of the team and work collaboratively with other staff across the Trust.

9.6 	Actively participate in the staff one to one, appraisal schemes and be committed to training and development in line with the Charity’s vision, mission, values, aims and objectives.

9.7 	Attend and contribute to team meetings and 'away days' and be an active, invested member of our team.
10. GENERAL DUTIES AND RESPONSIBILITIES

10.1 	All St Barnabas employees are required to abide by the Health and Safety at Work Act,   attend annual mandatory training sessions and ensure that they comply with Hospice policies and procedures at all times.

10.2 	Strict confidentiality applying to all aspects of Hospice business must be observed at all times.

10.3 	To carry out any other duties as appropriate to the role and as required by Line Management.
 

Fire Marshal - please consider the required number of fire marshals needed within your work area and include the following duties should this position be required to fulfil the Fire Marshal role.
 
Health and Safety Representative - please consider the required number of health and safety reps needed within your work area and include the following duties should this position be required to fulfil the Health and Safety Officer role.

Additional Duties
All employees of the St Barnabas Hospice Trust (Lincolnshire), St Barnabas Promotions Ltd. and St Barnabas Shops Ltd., all hereafter referred to as employees of “the Trust”, are expected to comply with the general duties detailed below:
Infection Control and Prevention
All employees of the Trust are required to:
· Maintain a clean and safe environment, minimise risks of infection, report infection control issues of concern to their line manager and attend mandatory infection prevention training.
· Work in accordance with their local infection control procedures and in adherence to the Code of Practice for the Prevention and Control of Healthcare Associated Infection as outlined in the ‘Health and Social Care Act 2008’.
Safeguarding Children, Young People and Vulnerable Adults
The Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  All staff and volunteers are therefore expected to behave in such a way that supports this commitment.  For further details please refer to the 'Safeguarding Vulnerable Adults Policy and Procedure' and to the 'Safeguarding Children Procedure'.  Should you have any concerns about any child or vulnerable adult that you encounter in the course of your St Barnabas duties, please report these to your line manager and / or to the Family and Carers Support Services team.  
Health & Safety
All employees responsible and accountable for ensuring that:-
· They work safely in accordance with any relevant and appropriate training, safe systems of work, procedures and/ or rules in force in their workplace.
· They co-operate with the Trust in matters of health and safety and take care of their own health and safety and do not endanger other by their acts or omissions
· They wear and use, at all times, the appropriate personal protective equipment provided and use all safety devices, guards etc. provided to make safe any plant and equipment.
· They immediately report defective equipment /machinery onto the Trusts maintenance helpdesk system, and isolate the equipment so that it cannot be used. Once the situation is safe then the line manager must be informed.
· They immediately report any unsafe acts or conditions using the Trusts dedicated reporting system and bring it to the attention of their line manager.  
· Report any ongoing unsatisfactory responses of maintenance or safety issues to the Health and Safety Manager.
· Maintain their working and welfare environment in a clean and tidy condition.
· Whilst the aim of the Trust is to promote a co-operative and constructive view of Health and Safety, all staff must be aware that a wilful or irresponsible disregard for safety matters may give rise to disciplinary proceedings.

General Policies, Procedures and Practices
All employees of the Trust are expected to comply with all Trust policies, procedures and practises and are responsible for keeping up-to-date with any changes to these.
Duty of Candour
All employees of the Trust are required to:
· Be honest, open and truthful in all their dealings with patients and the public, and ensure that organisational and personal interests are never allowed to outweigh the duty to be open, honest and truthful.  
· This supplement to your job description should be regarded as an additional guide to the duties you are required to perform and is not intended to be definitive or restrictive in any way and does not form part of the contract of employment.
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Person Specification
Role:	Legacy and In Memory Manager 	
Accountable to:	Head of Fundraising and Marketing

E - Essential	D – Desirable

Education and Qualifications

	· Educated to degree level or demonstrable experience in Business Development/Fundraising of 2 years – E
· Professional fundraising qualification or willingness to undertake - D  
	



Knowledge and Experience

	· 2 years relevant experience ideally gained from working in a fundraising/sales driven/Business development role and proven track record of achieving a target. - E
· Experience of working with Digital marketing - E
· Experience of working in a customer or supporter focused environment - E
· Experience of line managing others - E
· Experience of using a database and analysing data to make marketing and income generating decisions - E
· Experience of writing plans and strategies and evaluating their success - E
· Experience of using and managing a relationship database & data segmentation process – E
· Experience of writing engaging and persuasive copy for appeals- D
	

	· Knowledge and experience of supporter stewardship journeys and processes - E
· Thorough understanding of donor motivations - E
· Knowledge of gift aid and data protection, gambling commission legislation or willingness to undertake training towards – E
· Knowledge of fundraising regulations - D
· Project management experience - E
· Knowledge of hospice movement and sensitivity to patients, carers and families in relation to fundraising approaches - D
· Profile of the geography, population and organisations in Lincolnshire - D
· Awareness of relevant legislation/charity law relating Legacy and In Memory fundraising – D

	



Personal Skills and Experience

	· Excellent verbal and written communication skills which delivers concise, powerful analysis and recommendations - E
· Excellent IT skills, particularly working with relationship databases - E
· Good analytical skills particularly with data - E
· Excellent organisational skills - E
· Experience of building positive and profitable relationships with senior stakeholders - E
· Ability to work on own initiative - E
· Ability to multi-task., prioritise and work under pressure - E
· An understanding of relevant legislation affecting fundraising (eg tax-effective giving) - D
· Open and flexible attitude - E
· Positive outlook to inspire others to support the cause - E
· Able to work with people at all levels – E
· Ability to work on own initiative and part of a team – E
· Confident, positive, creative thinker - E
· Ability to work on own initiative and work to tight timescales - E
· Ability to empathise with the cause - E

	





Job Description Agreement
I declare that I have read the Job Description and Person Specification and confirm that this is an accurate and fair description of the role.

Employee Name:		OFF_CANDIDATE_FIRST_ OFF_CANDIDATE_SURNAM
			
Employee Signature:           SignedByEmployee

Date:                             	DateStamp
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