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JOB DESCRIPTION



	Job Title:
	Development Officer

	Hours:
	Full time/Part Time

	Status: 
	Permanent



Responsible to:        Director of Development

Job Purpose:  	To support the Director of Development in delivering a fundraising and engagement strategy that maximises our relationships with the Queen’s community. As a key member of the Development Team, the postholder will be responsible for helping to deliver a first-class experience for alumni, parents and friends of Queen’s College. This will involve ensuring our CRM is up to date, and actioning agreed supporter journeys through events, social media, website, email, post and telephone. 
	
Main Duties: 

CRM & Record Management
· Create, update and merge supporter records 
· Ensure all communications are logged and activities are tracked.
· Research data; find lost alumni
· Create simple data segments for emails 

Stewardship Emails
· Manage the Development inbox, handling enquiries, and responding within agreed timeframes
· Log all outgoing emails on individual CRM records
· Produce the monthly alumni e-news for approval by Director of Development:
· Collect content and draft articles
· Build newsletter in the CRM
· Pull data and schedule send

Stewardship & Fundraising Events
· Research and recommend venues for off-site reunions and events in the UK and overseas
· Create, schedule and post event marketing content
· Keep track and report on event numbers in a timely manner
· Organise event logistics, from signage to materials and travel etc
· Attend events as part of the Development Team to ensure smooth-running and build relationships

Social Media
· Plan, create and schedule/post audience-appropriate content on various digital channels
· Interact with post responses to create conversations
· Use Canva to create attractive eye catching on-brand posts
· Collect and edit video content for alumni social media channels

Donation Admin
· Code and load incoming donations, reconcile with Stripe/Go Cardless & bank statements
· Set up ad hoc offline Direct Debits
· Create and send personalised thank yous for donations under £1,000
· Flag to Director of Development any gifts of £1,000 or more

Supporting Alumni Visits
· Arrange and lead site tours for individuals and small groups
· Maximise opportunities to collect valid contact data and consent
· Build strong personal relationships which support the aims of the Development Team

Person Specification
· Positive and proactive, with a ‘can do’ attitude
· Creative mindset, able to translate ideas into action
· Team player who wants to get the job done
· Problem solver, able to identify and action solutions
· Data savvy, understands the value of data and how to use it
· People person, able to establish genuine connections with others
· Discreet and professional 

Skills & experience: essential
· Comfortable using the telephone to build relationships
· Excellent written communications across a variety of channels, including social media, letters, emails and web copy
· Organisational and time management skills, able to juggle multiple priorities to deadlines
· Building effective and productive relationships with various audiences and age groups
· Confident using a CRM (Customer Relationship Management) system to manage audience data, ideally ToucanTech
· Demonstrates attention to detail and high levels of accuracy

Skills and experience: desirable
· Familiar with Canva and confident creating eye-catching material
· Organising small-medium sized stewardship or fundraising events
· Photo and video collection, and editing
· Experience of fundraising 
· Working knowledge of Data Protection legislation


Child Protection and Safeguarding
Safeguarding and promoting the welfare of children is everyone’s responsibility.  Everyone who comes into contact with children and their families has a role to play. In order to fulfil this responsibility effectively, all practitioners should make sure their approach is child-centred.  This means that they should consider, at all times, what is in the best interests of the child (KCSiE 2025).
You must comply with the Queen's College Child Protection and Safeguarding Policy and Procedures and the requirement to report any concerns relating to the safety or welfare of children.
Additional Duties:
To undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the College.
The post-holder will undertake assigned duties and responsibilities, ensuring that all actions are discharged within the regulatory and legislative requirements to which the College is subject.
November 2025
This job description is current at the above date.  In consultation with the post holder it is liable to variation by the School to reflect actual, contemplated or proposed changes in or to the job.
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