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Job Description


Post title: Donor Relations Manager
Date last updated/evaluated:             April 2026
Author:                                               ODAR
[bookmark: _Hlk181889273]Standard Occupation Code:		2473
School / Department:			Office of Development & Alumni Relations (ODAR)
Faculty / Directorate:			Professional Services
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Senior Development Manager
Post line report(s):			Donor Relations Officer x 2
Post base location:			Hybrid: Campus / Home

Job purpose: 	
Supporting the mission and values of the Office of Development and Alumni Relations and in support of the 
strategic aims of the University, maintain, deliver and ensure continuity of a comprehensive donor 
stewardship programme during a period of maternity cover. 
Lead a Donor Relations team that works actively across the University to build and strengthen mutually beneficial, lifelong relationships with donors in creative and meaningful ways in order to demonstrate the impact of philanthropy, encourage loyalty and engagement in our donor community, and to attract new supporters to the institution, ensuring the established programme continues to run smoothly throughout this fixed‑term period. 
Key accountabilities and indicative time allocation:
1. 25%
Communications, events and reporting 
Oversee the creation and content of communications and events that support the Donor Relations programme, ensuring the output is consistent with and complements the team’s wider engagement framework and ensuring continuity of existing plans, timelines and standards during the maternity cover period.

Commission, and support the successful achievement of, the annual giving report. 

Commission, and support the successful achievement of, the bi-annual donor update communications for our (currently two) main fundraising priorities. 

Oversee the work of Donor Relations colleagues supporting non-priority fund update reports and stewardship actions, ensuring a quality experience for our donors a good support mechanism is in place for Primary Relationship Managers (fundraisers).  

Write donor reports, letters, gift announcement press releases and other information as required in order to ensure priority deadlines are met and collaborate with any colleagues supporting this activity.  

Report to and advise the Senior Development Manager overseeing Donor Relations, other departmental colleagues and stakeholders on the delivery and 
direction of the Donor Relations programme, highlighting any risks to continuity and ensuring smooth handover of ongoing work. 

With colleagues in the Operations and Data and Analytics Teams consult on the recording of the necessary gift information on the database (confidentiality, conditions of gift) to enable the University’s relationships with its donors to be tracked and monitored effectively. 
 
Write event/individual donor briefings for the Director, ODAR Senior Manager Team and other senior stakeholders as needed. 
2. 20%
Lead the Donor Relations Programme 
Acknowledgement – Oversee the delivery of acknowledgement across our donor population ensuring consistency with the established programme during the maternity cover period. Ensure the thank you letter process is fit for purpose, appropriate per gift level, always support the fundraising programme and provides a professional, personal acknowledgement experience for our donors. 
 
Donor Recognition – provide strategic direction and oversee delivery of activity for the Southampton Giving Circles, a donor recognition programme which effectively stewards donors at discreet levels of lifetime giving. Encompassing all University donors who have given to projects across the organisation, manage and implement specific stewardship activity (communications, reporting, events) for donors at each of the established levels, ensuring members have a positive experience, understand the impact of their giving, encouraging to long-term loyalty. 
 
Policies, procedures and strategy – ensure all Donor Relations policies are fit for purpose, are regularly evaluated, are informed by best practice in the sector, maintaining progress on existing strategic priorities rather than initiating major new developments.  
3. 20%
Bespoke donor stewardship 	
Work closely with the Primary Relationship Managers to support the ‘top 20’ donors they are currently cultivating, ensuring continuity of stewardship commitments already in place and creating new strategies when required. To include bespoke impact reporting, creative and personal ideas to steward individuals and their families, high-quality interactions with University leadership etc.  

In collaboration with the Fundraising team, act as Primary Relationship Manager for a portfolio of donors, who are unlikely to be cultivated for further gifts but require stewardship commitments during the maternity cover period. 
4. 10%
Manage the Donor Relations team 
Support the wellbeing and individual needs of the Donor Relations Officers, providing stability and continuity during the maternity cover period. Oversee their activity and achievement of annual KPIs ensuring creative, quality outputs are provided to our donors through their work in reporting, data management, fund spending and generally supporting the objectives of the Donor Relations Programme. 

Manage the Donor Relations programme’s budget, supervising expenditure and ensuring compliance with the University’s purchasing policies and financial regulations. 

Prioritise tasks/projects amongst the team, with particular attention to maintaining momentum on established annual cycles and smooth delivery of tasks.  
5. 10%
Planning, strategy and resources 
Represent Donor Relations in all aspects including ODAR business planning, maintaining the Donor Relations strategy and running the programme in line with existing plans. 

Utilise BBCRM, ODAR’s customer relationship management database (CRM), to manage donor data plus to report on and analyse this data to provide information for reporting and to inform the Donor Relations programme. 

Utilise insight generated by the Data and Analytics team to evaluate effectiveness, quality, and efficiency of all aspects of the Donor Relations Programme on an ongoing basis to ensure that it responds to changing needs and the development of new technologies, meets the expectations of donors and the University, and is benchmarked against relevant UK and US institutions.  

Identify new opportunities to steward different targeted groups such as scholarship donors and devise the necessary stewardship strategies and plans accordingly.   

Consult with the Regular Giving (usually gifts under £1,000) team to ensure donors are being stewarded effectively and in line with other Donor Relations protocols. 
6. 10%
Liaison and networking 
Liaise closely with academic departments to secure information required by donor reporting and to support them with any donor partnerships that sit outside of ODAR’s work, ensuring ongoing commitments are met during the maternity cover period. 

Liaise with key professional services, such as Finance and Estates colleagues, over the stewardship of donors and the management of gifts.  

Serve as a University-wide resource, providing expertise, advice and guidance in managing relationships with donors and ensuring the correct recording of philanthropic gifts.
 
Actively engage in sector-wide networks discussing communication and stewardship, to identify best practice and to inform strategy.
 
In line with ODAR’s values and behaviours, work positively across the teams within ODAR to ensure the donor journey is a positive experience, taking a collegial approach to working effectively.  

Support ODAR commitment to Equality, Diversity and Inclusion and be considerate of these values throughout all aspects of your work

7.                                                                                                                                                                       5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Executive Director, Associate Director, line manager and staff within Development & Alumni Relations 
Vice-Chancellor, Senior Management, Faculties and Professional Services staff at all levels 
Donors and supporters of the University 
Internal and external suppliers  



Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Substantial and authoritative practical knowledge and experience in the required operational discipline, supported by general theoretical understanding.

· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience. 
· Vocational training
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ.
· Proven work experience of leading or being involved in programmes to steward and cultivate relationships with patrons, trustees, donors and/or customers. 

· Awareness of and ability to apply principles and trends in donor/customer relations with an understanding of how these might affect activities in the University. 

· Proven experience of planning and progressing work activities within broad professional guidelines and/or broad organisational policy. 

· Proven project and people management skills. 

· Able to use data and KPIs to inform decision-making and monitor effectiveness of programme.

· Able to appreciate University priorities and to apply these in managing work outcomes. 
Desirable
· Job-related training/professional qualifications to inform understanding of programmes to steward and cultivate relationships with patrons, trustees, donors and/or customers. 

· Some understanding of the University of Southampton, its structure, key personnel and major research areas.

· Experience of having worked in an HE institution or charity.

Teamwork and Communication
Essential
· Delegates and/or collaborates effectively, understanding the strengths and weaknesses of colleagues.

· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.

· Communicates effectively to develop understanding and achieve cooperation.

· Provides clear specialist advice, guidance and recommendations on complex issues.

· Able to actively work with colleagues, at all levels, in other work areas to achieve outcomes. 

· Able to take the lead on projects with colleagues when needed. 

· Able to manage team dynamics, ensuring any potential for conflict is managed effectively. 

· An open and inclusive approach to working with others with an enthusiasm for actively considering Equality, Diversity, Inclusion and Belonging matters across all aspects of the team’s work. 

· Highly developed oral and written communication skills, including an excellent telephone manner, demonstrating professionalism and competency. 

· Expert written communication skills, ensuring output is professional, reflecting a personal approach to our donor stewardship. 

· A flair for creativity, recognising the personal and bespoke actions that can be taken to make a donor feel recognised and special.  

· Able to provide clear specialist guidance on complex issues. 

· Able to develop understanding and achieve cooperation when working collaboratively. 

· Able to persuade and influence in order to foster and maintain relationships, including with colleagues at all levels of the University.

· Confident and experienced at face to face networking and able to talk and engage in conversation about business priorities. 

· Able to elicit information to identify specific customer needs.
  
· Confident and concise at presenting information and ability to proofread. 

· Able to deal with sensitive information with integrity and in a confidential manner, showing a high level of empathy in a range of situations.
Desirable
· Able to formulate personal development plans to meet current and future skill needs.
 
· Able to provide expert guidance and advice to colleagues to resolve complex problems. 

· Experience of managing individuals/team.

· Able to resolve tensions and difficulties as they arise.  

· Able to assimilate financial information and present it in an accessible format for donors. 

· Willingness to connect with peers in the sector to inform improved work practices.  

· Experience of working with design software to create bespoke donor reports.

Planning, Organisation and Resource Management
Essential
· Plans and progresses a range of work activities within broad professional guidelines and established University policies and procedures.

· Formulates development plans to meet current skill requirements.

· Able to plan and organise a strategic programme of donor stewardship activity on an annual basis, within professional guidelines and in support of University policy.  

· Able to plan and manage major new projects or significant new activities, ensuring plans complement broader operational strategy. 

· Highly developed organisational and administrative skills and self-motivated to manage workload. 

· Excellent at working to tight deadlines. Able to respond to spontaneous requests and re-prioritise workload when needed. 

· Highly accurate with an acute awareness of the importance of attention to detail.
Desirable
· Experience of overseeing resources and contributing to business and resource planning to ensure finances are managed effectively.  

Problem Solving and Initiative
Essential
· Develops detailed understanding of long-standing and/or complex problems and applies professional knowledge and experience to resolve them.

· Demonstrates an awareness of principles and trends in a professional or specialist field and awareness of how this affects activities in the University.

· Able to develop understanding of long-standing and complex problems and to apply professional knowledge and experience to solve them. 

· Able to address problems in pressurised, time restricted environments.
Desirable
· Able to identify broad trends to assess deep-rooted and complex issues. 

· Able to apply originality in modifying existing approaches to solve problems.



Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact			              	Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^			              	Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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