
 

 
 

 
         
 

Job Description    

 

 
 

Job Title Development and Alumnae Manager 
 

Department City of London School for Girls 
 

Grade Grade F 
 

Location City of London School for Girls 
 

Responsible to Head of City of London School for Girls 
 

Responsible for  
 

 
Purpose of Post 
 
This is a key position within CLSG charged with bringing in significant new income in 
support of the school’s bursary programme which provides means-tested support to students 
who would otherwise be unable to afford to come to CLSG.  In doing so they will be helping 
the school fulfill our requirement to demonstrate that we provide equal access to our 
education provision. 
 
To raise substantial new resources in support of the school’s goals in particular for the 
bursary and scholarship charity fund and the school’s partnership strategy by building strong 
relationships with the school’s passionate community of pupils, alumnae, parents, staff, 
governors and other friends. 
 
To raise funds for other capital projects as required 
 
To nurture and build relationships with our alumnae, with a view to ensuring that they feel 
well connected to, and valued by, the school and work with CLOGA to form a new alumnae 
association.  
 
Main Duties & Responsibilities 
 
Fundraising 
 
1. Design and develop a fundraising strategy that supports the school’s strategic vision for 

approval by the Head and Board of Governors and thereafter leading on the 
implementation of the strategy as agreed. This will include the following: 



 

 
 

  
• Developing a strong fundraising story and agreeing priorities; 

• Establishing and achieving financial and performance measures and targets; 

• Expanding the school’s pool of potential and current donors; 

• Managing a personal portfolio of relationships with potential major donors and 
enhancing their engagement with the School (including parents, livery companies, 
Members of the City of London Corporation and senior officers from commercial 
companies in the City; 

• Working effectively with staff and volunteers to build relationships with potential 
donors;  

• Asking for gifts and supporting others in making the ask; 

• Overseeing a successful regular giving programme; 

• Establishing a legacy programme; 

• Ensuring all appropriate fundraising policies are in place and fit for purpose. 

 

Research and data 

 
2. Working with the Marketing Manager to create, develop and maintain an appropriate 

database fit for purpose in supporting fundraising, alumnae and supporter relations 
activity and to ensure that: 

 
• All data and research information are appropriately recorded and compliant with 

General Data Protection Regulations and other legal requirements 

• Information on donors and potential donors is up-to-date, appropriate and relevant; 
providing briefings for senior staff and volunteers. 

• Effective systems are in place to expand, enhance, validate and analyse the data held on 
the Raiser’s Edge database;  

Donor recognition and stewardship 
 
3. Putting arrangements in place a formal process to enhance stewardship of donors.  This 

should include identifying potential donors, identifying occasions when the school can 
meet with them, and after a donation is made, to ensure that there is an appropriate 
response from the school to thank the donor, give formal recognition where appropriate 
and to build on-going links with donors at all levels. 

 
Communication 
 
4. Development of a programme of effective fundraising communications for internal and 

external audiences, encompassing the web site and electronic and printed materials. 
 
5. To build a coherent communication strategy with the alumnae including the development 

of the role of CLOGA 
 



 

 
 

Relationships 
 
6. To build and maintain effective working relationships with all key stakeholders and 

donors in particular with a view to maximising revenues raised.   
 
7. To nurture and build relationships with alumnae, helping to organise reunions, 

opportunities for career networking and visits back to the school.   
 
8. To work with the Fundraising Task Force, the Headmistress, Bursar and Marketing team 

to co-ordinate fundraising activities. 
 
Day to day tasks 

  
9. To lead on securing major gifts for the school’s bursaries and other funding needs.  

 
10. Build and develop strong productive relationships with prospective donors at all levels, 

representing the school appropriately. 
 

11. Represent the school at networking events and among national professional fundraising 
organisations. 

 
12. Attend and present to management, Fundraising Taskforce and governors’ meetings, 

keeping them abreast of all fundraising and alumnae developments. 
 
13. Lead on the development of an effective communication strategy which publicises 

development throughout the school community and to all relevant stakeholders, provides 
information about development, promotes fundraising achievements and attracts further 
interest from existing and potential donors. 

 
14. Manage the budget and expenditure for development (£50k a year) 
 
15. Compile, monitor and develop the annual donor list, related reports and background 

information on fundraising, providing informative management statistics as required. 
 

16. Lead on benchmarking exercises and alumnae surveys in relation to fundraising activities 
on behalf of the school  

 
17. Manage and oversee the production of up to date and appropriate fundraising literature 

and materials for prospective donors and sponsors liaising as necessary with the 
Marketing Manager. 

 
18. To undertake any other reasonable duty as requested by the Head/Senior Management 

Team. 
 
Other duties 
 
19. Actively seek to implement the City of London’s Occupational Health and Safety Policy 

in relation to the duties of the post, and at all times give due regard to the health and 
safety of both themselves and others when carrying out their duties. 

 



 

 
 

20. Actively seek to implement the City of London’s Equal Opportunity Policy and the 
objective to promote equality of opportunity in relation to the duties of the post. 

 
21. Comply with the City Of London Financial Regulations and properly monitor and report 

budget outturn positions on a regular basis as required, including alerting the Line 
Manager and Chamberlains representative of any significant budget variance in a timely 
manner and taking appropriate corrective action 

 
22. The post-holder is responsible for safeguarding and promoting the welfare of children 

and young persons for whom they are responsible for or come into contact with. They 
must adhere to and ensure compliance with the School’s Child Protection Policy at all 
times. If, in the course of carrying out their duties, the post-holder becomes aware of any 
actual or potential risks to the safety or welfare of children in the School, they must 
report these concerns to the Deputy Head (Pastoral).  

 
23. According to the development and requirements of the school, Job Descriptions will 

need to be revised and updated periodically, after consultation with the Job Holder. 


