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Job Description

Post title: Legacy Manager
Date last updated/evaluated: July 2026
Author: Emma Smart
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):			N/A
Post base location:			Hybrid: Campus / Home

Job purpose:    
To lead and grow the University’s legacy programme, developing and delivering a strategy 
to drive an increase in future income. This strategy will encompass every area of the legacy 
journey, from promoting gifts in wills to alumni and supporters, building relationships with 
enquirers and pledgers, estate administration and stewardship. Working closely with 
colleagues across ODAR and the University, deliver high-quality communications, events 
and 1:1 contact to achieve a step change in the University’s legacy fundraising as we 
embark upon a University-wide fundraising and engagement campaign.   

Key accountabilities and indicative time allocation:
1. 60%
Apply a full understanding of legacy fundraising to manage and deliver a range activities to grow increase future income for the University of Southampton from gifts in wills. 
The varied and wide-ranging role leads the University’s legacy programme, developing and delivering a strategy that spans the full legacy journey. This includes producing high-quality communications to encourage potential donors to consider leaving a legacy, expert relationship building with donors who are interested in or have already included the University their will, and estate administration and stewardship of families/executors/solicitors of donors who have passed away. The role requires delivering legacy‑focused communications projects (e.g., mailings, legacy information packs, digital newsletters), personalised and tailored cultivation initiatives to support relationship building, and meaningful stewardship activities to demonstrate the impact of a gifts received from legacies. 
The Legacy Manager is also required to establish the strategic direction of the programme, embedding best practice from the HE and charity sectors.
2. 5%
Use discretion and judgement to select from or adapt existing processes and procedures to achieve outcomes.
The role adapts legacy fundraising approaches to meet donor needs, including tailoring communications, stewardship pathways, and estate‑related processes. It also identifies new ways to convert enquirers to pledgers.
3. 5%
Provide professional or specialist advice, guidance and recommendations on legacy fundraising to support informed decision-making and service delivery.
The post holder provides specialist guidance to enquirers, pledgers, solicitors, colleagues, and senior stakeholders on legacy giving, will wording, estate processes, and donor intent.
4. 5%
Analyse, evaluate and interpret specialised information, data or concepts. Identify gaps in understanding, and sources of information to fill these. Identify themes, consider implications and propose or develop solutions as appropriate.
The role analyses legacy audience data to inform strategy, programme priorities, and budget allocation. It also works with Data & Analytics to report on programme performance.
5. 5%
Prepare and deliver briefings, presentations, written reports etc. for a range of audiences. Develop and coordinate communications as appropriate.
The role develops legacy communications across multiple channels, including mailings, newsletters, impact stories, website content, social media, and stewardship materials.
6. 5%
Proactively work with and influence peers and other colleagues to help achieve objectives and coordinate administrative or specialist support activities across different parts of the University.
The post holder collaborates closely with ODAR teams (Direct Marketing, Donor Relations, Prospect Research, Data & Analytics), academic colleagues, other University professional services (Legal, Finance) and external partners (creative agencies, free wills providers).
7. 5%
Monitor and maintain appropriate records and reports to meet internal and external requirements (e.g., management information, audit reports, service level agreements, key performance indicators).
The role ensures accurate recording of legacy communications, pledges, estate updates, and stewardship activity within the alumni database, and maintains reporting for internal stakeholders.
8. 5%
Manage or oversee assigned resources, monitor relevant budgets and contribute to short and medium-term resource planning processes. Advise on future resource requirements within own area.
The role oversees budget allocation for legacy communications, cultivation activities, and stewardship initiatives, ensuring resources support programme priorities.
9. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
University alumni (graduates), donors, family of donors and students
Other colleagues in the Office of Development and Alumni Relations
Faculty, Professional Services and Senior Leadership colleagues
Solicitors
Relevant suppliers and external contacts e.g. creative agencies, free wills providers

Special requirements:
Occasional out of hours work and some UK travel may be required to attend donor events and/or meetings.



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.
· Experience of legacy fundraising or a similar/related field.
· Experience of relationship building in the fundraising sector and stewarding donor relationships.
· Experience using fundraising or CRM systems (e.g., Raiser’s Edge, Blackbaud CRM) and maintaining accurate records.
· Experience handling and interpreting data, including proficiency in MS Excel, to inform decision‑making and reporting.
· Excellent attention to detail in all aspects of programme delivery, stewardship, and record‑keeping.
· Understanding of how specialist or professional services support wider University objectives, and ability to align legacy fundraising activity accordingly.
· Awareness of principles and trends in legacy fundraising and the wider charity sector, and how these influence University activities.
· Experience demonstrating behaviours aligned with the University’s Equality, Diversity and Inclusion strategy and Southampton Behaviours.
Desirable
· Legacy fundraising qualification or courses completed through CASE, Institute of Fundraising, Institute of Legacy Management, Legacy Futures or similar organisation.
· Experience of leading a legacy programme.
· Experience of successful project management.

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.
· Strong and accurate writing skills, with the ability to convey emotion, sensitivity and warmth, particularly in donor‑facing communications.
· Able to deal with difficult conversations (e.g., with bereaved family) with sensitivity and warmth.
· Uses influencing and negotiating skills to develop understanding and gain cooperation from stakeholders.
· 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.

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.
· Seeks opportunities to progress and enhance activities, identifying improvements to processes, stewardship pathways and donor engagement.

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.
· Applies initiative to adapt processes, communications and stewardship approaches to meet donor needs and improve programme outcomes.



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								Occasionally <30% Time
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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