Development Officer
Candidate Information Pack

The School
Monkton places thinking differently at the heart of its strategic vision. We are already one of the
country's best known smaller boarding schools and pride ourselves on our size meaning you can really
get to know all of the pupils and serve as a full part of our community. We are a Christian school with
worldwide connections and interests, and have a strong reputation for pioneering and proactive pastoral
care.
A single board of Governors oversees the entire School (Prep and
Senior) and Monkton is a registered charity and is incorporated as
a company limited by guarantee. The Principal acts as both the
Head of the Senior School and as the CEO of the group of schools.
The Senior School enjoys a very attractive rural location in the
Monkton Combe valley some two and a half miles south of the
historic city of Bath. Nearby is Monkton Prepwith a separate Head
but part of the same foundation.
The Senior School and Prep School have a strong boarding tradition; however, day pupils comprise one
third of the intake of the Senior School and are in the majority in the Prep School. Since 1992 when it
merged with Clarendon School for Girls the school has been co-educational with three boys' boarding
houses and three girls' boarding houses, all in the school's immediate environs..
The School buildings are in many cases converted houses,
formerly privately owned, in the village. There are also many
purpose-built teaching areas and extensive playing fields; the
School has two boathouses on the River Avon. Some staff live in
the valley in school accommodation. There has been a major
programme of rebuilding and improvement in recent years: a
£4.5 million extension and rebuilding of Maths and Science
Departments was completed during 2008, a completely
remodelled £3.5m Music Department opened in February 2012,
and a significant enlargement and refurbishment of the Art and
DT Departments in 2015. Current projects are focusing on the refurbishment of boarding
accommodation, and a ten-year strategic estate plan is being rolled out.
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The Role
Monkton is seeking to appoint a personable, creative individual who has an interest and ambition to
work in the fundraising sector. This role will play a fundamental role in securing philanthropic income for
the School through running a number of appeals and activities.
Responsible to:

The Director of External Relations

Relationships

Alumni & Donor Relations Manager
Other members of the External Relations team, members of teaching and
boarding staff, potential and existing supporters of the School

Fundamental Task:

To work with Director of External Relations to build relationships with external
supporters and grow philanthropic support to the School

Roles and responsibilities:
Fundraising
●

●
●
●
●

Manage a regular giving programme, including (but not limited to) direct mail, Giving Days,
telethons and online appeals to build income streams from current levels, including setting KPIs
and key objectives
Develop new ideas for developing fundraising activities and priorities to different segments of
the Monkton community
Research prospects and donors using appropriate and GDPR-compliant channels.
Manage a donor cultivation process to lead to donation conversations, including supporting the
Director of External Relations in the cultivation process for major donors
Ensure outstanding relationship management is provided to prospects and donors, with timely
preparation of documentation and correspondence

External Relations Activity
●
●

Contribute to the production of high-quality fundraising and stewardship materials, both print
and digital
Collaborate with Marketing Team to develop effective and exciting content for communications’
channels
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●
●

Partner with the Alumni and Donor Relations Manager on maintaining relationships with donors,
engagement publications and events
Review regularly and update support pages of the website

Data and research
●

●

Support the maintenance and development of our CRM (InTouch) for all aspects of fundraising
activity, ensuring donations management processes are consistent with current legislation and
best practice
Liaise with the Accounts Team over all donations received into fundraising accounts to ensure
accurate records are held in both departments

Person Specification
Note: some of the areas described in this person specification would be developed through the training
on the job over the course of the first year.

Qualifications

Educated to at least A level or equivalent

Essential
√

Desirable
√

UK Driving Licence

Essential
Experience

Experience of fundraising, ideally education sector
Experience in developing marketing materials

Knowledge &
Understanding

Discretion and respect for confidentiality

Desirable
√

√

Essential
√

Desirable

GDPR and PECR

√

Fundraising best practice

√
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Skills

Personal
Attributes

Ability to communicate well and establish firm and consistent relations

Essential
√

Excellent project management skills

√

Excellent verbal and written communication skills

√

Desirable

ICT Literate

√

GCSE standard of English and Maths

√

Strong adaptability to changing demands and circumstances

√

Enthusiastic and supportive team-player

Essential
√

Ability to work well within a team setting

√

High level of professionalism and integrity

√

Discretion and respect for confidentiality

√

Excellent attention to detail.

√

A willingness to use initiative and work independently

√

Willingness to work in two settings, Monkton Prep School and Monkton
Senior School to meet the demands of the role

√

Awareness of the responsibilities of working in an environment with
young people.

√

Full sympathy with the Christian ethos of the School and be able to
consider the Christian perspective in counselling situations, while being
sensitive to those with different or uncertain beliefs.

√
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Desirable

Safeguarding
Monkton Combe School is committed to safeguarding and promoting the welfare of children and
applicants must be willing to undergo child protection screening appropriate to the post including checks
with past employers and Disclosure and Barring Service.
● Child Protection (Safeguarding) and Staff Code of Conduct and Behaviour Policy, including EYFS
● Equal Opportunities Policy, including EYFS

Diversity Statement
We seek passionate individuals who live out our four core values (confidence, integrity, humility and
service) and inspire our bright, curious and enthusiastic students. Monkton thinks differently. We
appreciate and value difference, and our ambition is to attract, develop and retain a diverse mix of
talented people that will contribute to our ethos and values.
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