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Special Events Team Manager
Responsible to:		Head of Major Relationships
Direct reports:		Special Events Fundraisers  
Hours of Work:		37.5 hours per week
Place of Work:		Martin House / Home – Hybrid working
Overall Purpose of Role:
· To manage the Special Events Fundraisers to deliver the special events fundraising portfolio
· To maximise the Special Events income stream and deliver memorable and engaging events
· To work with the Head of Major Relationships to create an innovative and relevant Special Events Portfolio each year
Tasks and Duties:
1. To manage the Special Events Fundraisers 
2. To support the development and delivery of the Special Events fundraising strategy and the special events portfolio including philanthropy and major partnership engagement and development events.
3. To look for growth opportunities and ensure the best ROI is being achieved 
4. To work with senior volunteers and committees to deliver a successful Special Events programme 
5. To lead, manage and inspire the Special Events Team, by undertaking regular one-to-ones, appraisals and performance reviews of any team members/ interns, to ensure they meet their SMART objectives and income targets
6. Implement, evaluate and continually review the success of the Special Events portfolio with the Head of Major Relationships in order to achieve maximum income 
7. Deliver the proposed programme of Special Events on budget and to timescales, ensuring detailed work plans are devised and accurate records on suppliers supporters and data are kept on the Fundraising database and electronic filing systems 
8. Work with the wider fundraising teams to ensure the Special Events portfolio will appeal to their key stakeholders including sponsorship opportunities 
9. Lead on the delivery of the annual committee-led Special Events working with the committees, venues, suppliers, sponsors and volunteers to ensure the events are delivered on target and grow year on year
10. Assist in the recruitment, coordination and motivation of volunteers/ interns to support Special Event Fundraising activities 
11. Maximise net income from Special Events and the existing Special Events fundraising supporters. Identify, secure and develop new relationships with potential major donors and major partners.
12. To be responsible for developing internal and external relationships and representing the Martin House at the highest levels
13. To develop and implement a marketing and PR strategy for all the Special Events in the portfolio, to maximise ticket sales, income and development of relationships
14. Liaise with the Marketing department, as well as external agencies, in relation to the production of relevant PR and materials to support the successful promotion of special events.
15. Ensure accurate records of supporters, projects and events are kept, using the Fundraising database and appropriate MS Office programmes
16.  Research, recommend, develop and deliver new and innovative fundraising products suitable for the Special Events Fundraising Team in conjunction with the Philanthropy and Partnerships Team Manager
17. Support the Head of Major Relationships with cultivation, development and stewardship events in conjunction with the Philanthropy and Partnerships Manager
18. Develop relationships with colleagues in other department across Martin House to raise the profile of the Special Events Fundraising Team and to set the path for good working relationships
19. Be an active member of the Fundraising Leadership Team working closely with peers
20. Maximise the use of RE/NXT to inform and develop strategic plans
21. Carry out any other duties as may reasonably be required by the Head of Major Relationships or Director of Income Generation.
Health & Safety
· To be aware of the safety needs of the children, siblings, parents and colleagues and adopt a preventative safety approach to all times.
· To report all accidents incidents and untoward incidents to a Deputy Head of Care and Clinical Services.
· To be aware of your health and safety responsibilities as an employee and adhere to these.
Personal development

· To adopt a positive and reflective approach to personal and professional development.
· To participate constructively in a yearly annual appraisal.
· To undertake core competencies for clinical skills and specific training and to remain updated.
· To work in conjunction with the education co-ordinators to develop your practice and care for the children.
· To work contracted hours including unsocial hours as required weekends evenings and nights.
This job description reflects the present requirements of the post and will form the basis of performance appraisal.  As duties and responsibilities change and develop the job description will be reviewed and necessary changes made with consultation.
Employees may be required to drive a Martin House pool car. These cars are insured by Martin House and it is a requirement of the insurers that we have checked that any staff who drive the cars have a current driving licence.
Martin House has a multi-professional, multi-skilled team seeking to reach out to each family in a way that most helps them.  Because of this team members may be expected to accept a different or unusual task or role.
Equality statement
Martin House is committed to providing care and improving services irrespective of race, ethnicity, disability, gender, religion or belief, age, marital status, or sexual orientation

Safeguarding Children, Young People and Vulnerable Adults 
Martin House is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees to share this commitment. Recruitment checks are undertaken in accordance with safer recruitment standards and successful applicants may be required to undertake a DBS check via the Disclosure and Barring Service (DBS). 
All Martin House employees are expected to
· Uphold the values of Martin House and behave in a professional manner at all times.
· Value equality and diversity and comply with relevant equality legislation.
· Attend 1:1s with line manager, team meetings and annual appraisals.
· Take part in all relevant mandatory training and any other education and training considered necessary to carry out the role.
· Take responsibility for one’s own personal development.
· Cooperate with colleagues, encourage and support positive working relationships (both internally and externally) and foster a culture of respect and consideration at work.
· Establish and maintain effective communication with relevant individuals and groups, both internally and externally.
· Take responsibility for one’s own health and safety and the health and safety of others whilst at work, and comply with Health and Safety legislation.
· Comply with information governance requirements and maintain confidentiality at all times, as required.
· Work within all Martin House policies and procedures.
· Communicate a positive image of Martin House and protect its reputation.
Staff who support Martin House volunteers are expected to
· Carry out effective inductions for new volunteers in your department
· Lead and guide volunteers, providing the support needed to maintain morale and enable them to work effectively
· Supervise your volunteers appropriately in their day to day work and actively work to recognise the work that they do
· Ensure your volunteers have access to some personal time with you on a regular basis 
· Ensure that your volunteers have an annual opportunity to reflect on their volunteering role with you 
· Support appropriate volunteer learning and development within your team
· Communicate effectively with your volunteer team, and in line with the Martin House Staff Charter
· Play a role in the recruitment of new volunteers within your area, once appropriate training has been given
· Support the Manage performance issues with volunteers fairly and sensitively, taking advice from the HR department where appropriate 



Person specification
Qualifications and work experience
Essential
1. GCSE’s (Grade A to C) or equivalent in English and Maths
2. Extensive experience of working in Events fundraising Project Management role
3. Experience with a track record of meeting and exceeding targets
4. Experience of managing and motivating staff and volunteers 
5.  Experience of setting and managing a significant income and expenditure budget 
Desirable
6. Experience of working in the above areas within the charity sector
Knowledge and skills
7. Excellent interpersonal and communication skills, verbal, non-verbal and written
8. Strong leadership an decision-making skills 
9. Ability to plan and organise effectively  
10. Able to project manage multiple activities concurrently
11. Ability to adopt a creative and proactive approach to all aspects of the work
12. Knowledge of Fundraising and Event management Best Practice
Desirable
13. Knowledge of fundraising legislation and governance
14. Demonstrable knowledge of fundraising databases 
Attributes
1. The ability to communicate sensitively with all staff, children and parents in line with Martin House’s values and expectations
2. Accountable for self and actions
3. A positive can do attitude
4. Calm and objective
5. Assertive, confident and approachable with clear decision making abilities
6. A commitment to working with and supporting volunteers
7. Ability to adopt a flexible approach to working to support evening and weekend events and activities
Because of the essential networking component of this post, the postholder will be expected to travel to venues and locations across the region. 
This will include travelling out of normal office hours and to destinations that may not have public transport so access to your own transport is essential. 
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