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Job Description

Major Gifts Manager
MEDECINS SANS FRONTIERES/DOCTORS WITHOUT BORDERS (MSF) UK
Application checklist

Please check you have included the following in your application:

( 
 CV and Letter of motivation (LoM) in one document.

(
 Equal Opportunities Monitoring Form (please submit it in a separate document from your CV and LoM)
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MEDECINS SANS FRONTIERES / DOCTORS WITHOUT BORDERS (MSF) UK

JOB DESCRIPTION

Job Title: Major Gifts Manager
Department: Fundraising
Hours: 40 hours per week
Reports to: Head of Fundraising
Direct reports:  Major Gifts Partnerships Manager, Major Gifts Engagement Officer 
Works closely with:   
Executive Director (ED), Chair of MSF UK Board (CB), 
Head of Finance (HoFin), Director of MSF Ireland (DoI), Fundraising Manager MSF Ireland (FMI), Major Gifts Officer MSF Ireland, Press Office Manager (POM), Campaigns Manager (CM), Fundraising Operations Manager (FOM), Database Manager (DM), Digital FR & Marketing Manager (DFMM)  

International:  
Operational and Financial managers in the 5 MSF Operational Centres (Amsterdam, Barcelona-Athens, Brussels, Geneva, Paris), together with MSF field teams globally 

Location: London
Duration: Permanent contract
Salary Grade: 5.1
Salary: £47,451.62
MÉDECINS SANS FRONTIÈRES/DOCTORS WITHOUT BORDERS (MSF) 

Médecins Sans Frontières/Doctors Without Borders (MSF) provides life-saving emergency relief and longer-term medical care to some of the most vulnerable and excluded communities around the world. As an independent medical humanitarian organisation, we deliver care based only on need, regardless of ethnic origin, gender, religion or political affiliation.

MSF relies on donations from private individuals and organisations for the majority of its income. This private funding gives MSF the freedom to respond where needs are greatest and to speak out publicly, free from any political interference.

MSF has around 40,000 local and international staff working in over 70 countries, in some of the most challenging places in the world. Our medical humanitarian projects are supported by teams in 32 countries, including the UK, spread across Europe, North and South America, Asia, Africa and Australasia.

At MSF UK, we support MSF’s operations by building relationships with our supporters, increasing awareness of our work, raising funds, providing specialist medical expertise, catalysing change on medical humanitarian issues, and recruiting field staff. MSF UK personnel are dynamic, hard-working, enthusiastic and committed to MSF’s values and aim.

The HR department is responsible for attracting, selecting, developing and retaining high-quality medical and non-medical staff for MSF operations and the MSF UK & Ireland offices. 

The department provides HRM support to both the MSF UK field staff and MSF UK and Ireland office staff. It is actively involved in the international MSF HRM forum to promote best practice in the management and support of field staff in general and to provide more equal opportunities for UK field workers in particular. The department plays a pivotal role in building up and maintaining relationships with the UK medical community and networking with medical institutions. 

In addition, the department is part of a larger ‘virtual HR department’ for Operational Centre Amsterdam (OCA) which comprises MSF UK and Ireland, MSF Germany and MSF Holland. Together the department works in partnership on all aspects of field related HRM.
FUNDRAISING DEPARTMENT
The Fundraising Department raises private income for MSF field operations globally, and to cover MSF’s administration costs in the UK. The Fundraising Department contains the Campaigns, Major Gifts and Supporter Care teams and in 2017 a team of twenty people delivered an income of £48.7 million. 

Our goal is to build loyalty by bringing supporters closer to the people that MSF assists, and the medical action that private donations make possible.  MSF UK prides itself on the accessibility of the Fundraising team to our supporters and the provision of excellent supporter care; this is central to the philosophy of the Department. 
The Fundraising team heads coordinate the management of activities across Fundraising Operations, Digital, Campaigns and Major Gifts. The Major Gifts manager is a key member of this group, by actively participating in weekly meetings and collaborating in departmental planning. 
MAJOR GIFTS TEAM
Work with the Executive Director, Management Team, MSF UK Board, MSF Operational Centre managers, and MSF field teams to maximise income from Major Gifts for MSF UK. 

MSF has internationally identified Major Giving as key to the strategic and cost-effective growth in income for the MSF Movement. The UK contribution to this expansion is delivered by the Major Gifts Team through the development, management and implementation of strategies to identify, cultivate, solicit and thank major and planned gifts.

MSF UK has a committed group of major donors made up of individuals, corporate supporters and trusts & foundations. We currently define a major donor as any supporter or company who donates £5,000 and above. We are a small team of 6 and in 2017 the Major Gifts Team raised over £12.8 million. 
The Major Gifts Manager is responsible for team strategy and managing a small selection of the highest value accounts. The Major Gifts Partnership Manager is responsible for the Partnerships strategy with an individual focus on securing support at the £100k plus level. Two Major Gifts Officers are responsible for managing a mixed portfolio of donors who typically require a level of detailed reporting or relationship management. Both Officers are responsible for new business – one with a focus on trusts and foundations and one on corporate support. 
The Major Gifts Stewardship Coordinator manages an existing portfolio of donors. The Major Gifts Engagement Officer is responsible for the strategy around content, communications and events, and for the processes involved in ensuring the Major Gifts programme is running smoothly. The Major Gifts Administrator manages the administration for the team and provides support for Major Gifts events.
JOB PURPOSE

Broaden, grow and secure the MSF UK’s funding base for MSF field projects, in a way that effectively communicates the field and advocacy work of MSF to our supporters, safeguarding MSF’s brand, reputation and independence through ensuring the funding we receive does not impact on the safety of our patients and staff in the field.
MSF UK is a leading centre of expertise in Major Gifts fundraising within the global MSF Movement. The Cross-border stewardship of supporters require the Major Gifts Manager to work closely with counterparts in MSF Sections globally. The Major Gifts manager will lead the support given by MSF UK to MSF teams internationally. 
MAIN DUTIES AND RESPONSIBILITIES: 

Strategy

· Lead the Major Gifts team in the development and planning of the Major Gifts strategy, as part of strategic and annual planning by MSF UK
· Lead the production of MSF UK’s strategic and annual plans for Major Giving 
· Lead the MSF UK Major Gifts Team, securing income and achieving targets from major donors, foundations, and corporate supporters. Ensure the team have the skill set to achieve these targets
· Lead the Major Gifts Team in the recruitment and development of high net worth individuals, trusts, and corporate partners 
Relationship management

· Have oversight of the recruitment and stewardship of MSF UK’s most valuable major donors and support the team with approaches and issues, as appropriate 

· Maintain good professional relationship with other departments 
· Manage a small portfolio of MSF UK’s highest value major donors, engaging them through individual meetings, telephone conversations, proposals, presentations and personalised correspondence 
· Monitor field activities to represent MSF appropriately to funders, through regular attendance at operational updates, debriefings, Operational Centre planning and operational research events, and visits to MSF field projects 

· Facilitate major donor interaction with MSF leaders, operations teams, and field teams, including negotiating field visits with MSF Operational Centre managers and field teams, and accompany major donors, where require
· Work with the Campaigns Manager on the stewardship of legators and executors, with the support of the MSF UK Legacy Consultant

Financial management and reporting
· Set Major Gifts income targets and budgets, with accountability for annual forecasting, ensuring maximum return on investment 
· Budgetary responsibility for Major Gifts team expenditure 

· Proactively organise regular visits to Operational Centres to build strong relationships with colleagues with the aim of ensuring access to high quality project and financial reporting
· Responsibility for Major Gifts financial support provided to MSF operational centres (in collaboration with the Major Gifts Partnerships Manager and Head of Finance). Responsibility for ensuring the Major Gifts programme is compliant for with MSF UK’s annual financial audit 
Data management and compliance
· Responsibility for ensuring that the Major Gifts programme at MSF UK is compliant with current data protection law and is in line with the recommendations of the Fundraising regulator 
· Update and maintain donor records on the donor database and other systems to ensure knowledge management and business continuity, complying with data protection legislation
Line Management

· Supervise the Major Gifts Partnership Manager in the implementation of the partnerships strategy, delivery of income, and supervision of the team  

· Supervise the Major Gifts Engagement Officer in developing a strategy for targeted major gifts engagement opportunities and communications as well as implementation and adherence to administrative processes and systems 
· Responsible for the adequate resourcing of the Major Gifts team
· Overall responsibility for ensuring that the training and development needs of the team is being met – allowing the team to achieve their targets
· Manage, coach and support direct reports, in line with MSF-UK policies and management practice to include annual performance reviews and quality supervision
MSF ethos

· Work as a full member of the fundraising team, handling telephone calls from supporters (such as change of address, amendments to Direct Debit details, suppressions, enquiries etc.) and assisting with fundraising projects as and when required

· Maintain commitment to the aims and values of MSF through proactive involvement in and attendance at ongoing MSF UK and wider movement operational activities
This job description is not intended to be all-inclusive. Employee may perform other related duties to meet the ongoing needs of the organisation. This job description does not form part of the contract of employment.

PERSON SPECIFICATION

Essential

· Extensive experience of major giving fundraising, with a proven track record in planning & management against budget, timescale and deadlines

· Exceptional and engaging written and oral communication skills, including compelling presentation skills

· Creative, innovative and analytical skills with an ability to think laterally in order to identify and respond quickly to new opportunities

· Excellent interpersonal, diplomatic, persuading and negotiating skills with an ability to build relationships with supporters and external suppliers
· Proven ability to work supportively and effectively within and across teams and build good working relationships 

· Experience in line managing a team

· Excellent planning skills with a proven ability to carry out different tasks simultaneously and prioritise time and resources accordingly

· Experience with reporting and budgeting

· Flexibility to travel domestically and internationally including to MSF field projects

· A high Level of analytical and written skills, and technical skills equivalent to degree level

· Proven ability and willingness to work under pressure to meet tight deadlines

· Fluency in written and spoken English, additional languages advantageous

· Commitment to the aims and values of Médecins Sans Frontières

Desirable 
· Experience of working for a Charity or Not-for-profit organisation and familiarity with charity accounting would be a major advantage

Candidates must hold an appropriate passport or permit to work in the UK

ADDITIONAL INFORMATION

For an informal discussion about the role you can contact James Kliffen, Head of Fundraising, by phone on 020 7067 4202 or by email at james.kliffen@london.msf.org. 

HOW TO APPLY
Please apply on our website by submitting a copy of your CV together with a letter of motivation (please upload as one document) by the closing date. 

Closing date: ?

Interviews: Week commencing ?
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