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Girls' Day School Trust: Job Description

Role

Development Officer

Job Purpose

To implement the Norwich High School for Girls alumnae, fundraising and
community engagement strategy.

Accountable to:

Head; and,
Head of Admissions and Marketing

Accountabilities

Overview

To support the school’s vision and strategic aim to involve alumnae, their
parents and where possible the wider community of Norwich High School
friends in the life and work of the school today and in the future.

To help develop and implement a fundraising and philanthropic
income-generation strategy in conjunction with a group of four regional
GDST schools and the GDST fundraising and philanthropy team at Trust
Office.

Alumnae engagement

e To develop relationships with the GDST Alumnae Network and
Norwich High School alumnae to ensure that our former pupils
remain in contact with the school, engaged and have a range of
opportunities to meaningfully support the school’s future
development.

e To cultivate and maintain positive working relationships with
alumnae, former parents and former staff to encourage lifelong
engagement, networking and support, both amongst these groups
and for the benefit of current students.

e To develop arange of events/initiatives that will excite and motivate
alumnae to stay involved in the school.

e Work with the Head to cultivate relationships with high profile
alumnae for the future benefit of the school.

e To promote attendance at key stakeholder events such as Prize
Giving, the Choral Concert and Carol Service.

e To work with the school Head of Admissions and Marketing to
develop and maintain the fundraising and alumnae pages on the
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school website, as well as ensuring a compelling social media
presence.

e To act as a key point of contact for Norwich High School alumnae in
their organisation of meetings and events.

e To maintain the alumnae database with accurate and appropriate
records and identify ways to enhance data health.

e Introduce current students to the opportunities afforded to them as
alumnae of the school and as members of the GDST alumnae

network.
Fundraising and philanthropy

e To help plan and deliver a strategic vision for fundraising at Norwich
High School.

e Toimplement a comprehensive fundraising programme to
encourage alumnae to support regular giving and legacy gifts.

e To plan and deliver a range of fundraising campaigns that link
directly with the school’s strategic ambitions, especially in terms of
bursary and partnership provision.

e To work in close collaboration with a group of regional GDST schools
and the central GDST philanthropy and alumnae engagement team
to help support overall GDST fundraising and alumnae engagement
objectives.

e Amplify GDST philanthropy campaigns and initiatives to the local
Norwich High School for Girls market and tailor GDST messaging for
local audiences as needed.

e To maintain accurate gift management systems and protocols -
ensuring all gifts are appropriately acknowledged, recorded and
processed in accordance with GDST policy.

e To engage others in the donor cycle: including identification,
engagement, evaluation, solicitation, recognition and stewardship of
donors and prospects.

e To provide support to other schools in the regional group where

applicable to share best practise and pool resources.

Development
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e To assist in the provision and delivery of compelling marketing,
fundraising and campaign literature and publications including
e-newsletters.

e To help in the planning and execution of development events and be
present including at the Norfolk Show.

e To identify and develop opportunities for income from lettings and
partnerships.

e To be an ambassador for Norwich High School for Girls in the local
community.

e Develop relationships with organisations and individuals who have a
synergy with the school’s ethos and vision and the capacity to offer
support; identify the appropriate stage to bring in the Head and
other SLT members to these relationships.

e To identify and explore corporate sponsorship opportunities.

e Maintain relationships with key communities, including the parent
representative community and governors for the purposes of
generating support for fundraising, and alumnae engagement.

e To build relationships with our VIP list of contacts including helping to
coordinate invites and seating plans for relevant events.

General requirements

All school staff are expected to:

a.

J Q@

Work towards and support the school vision and the current school
objectives outlined in the School Development Plan.

Contribute to the school’s programme of extra-curricular activities.
Support and contribute to the school’s responsibility for safeguarding
students.

Work within the school’s health and safety policy to ensure a safe
working environment for staff, students and visitors

Work within the GDST's Diversity Policy to promote equality of opportunity
for all students and staff, both current and prospective.

Maintain high professional standards of attendance, punctuality,
appearance, conduct and positive, courteous relations with students,
parents and colleagues.

Engage actively in the performance review process.

Adhere to policies as set out in the GDST Council Regulations, the Hub
and GDST circulars.

Undertake other reasonable duties related to the job purpose required
from time to time.
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Review and
Amendment

This job description should be seen as enabling rather than restrictive and
will be subject to regular review.

Contract

TBC Part time




