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Job Description

Post title: Development Officer
Date last updated/evaluated: October 2026
Author: Louis Parsons 
School / Department:			Office of Development & Alumni Relations (ODAR)
Faculty / Directorate:			Professional Services
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 3
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Development Manager
Post line report(s):			n/a
Post base location:			Hybrid: Campus / Home

Job purpose: 	
In accordance with the mission and values of the department and in support of the strategic aims of 
the University: 
· Use detailed knowledge of the University, its research strengths and fundraising priorities, engage and inspire alumni and supporters to advance the University’s mission through giving philanthropic donations at a Special Gifts level (£1k-25k). 
· Contribute to the achievement of targets for priority fundraising projects and play a role in delivering the Campaign for Southampton.
· Build relationships with new, potential, and current donors to the University. Managing a portfolio of 140 prospects based within the UK and some internationally. Encourage and facilitate alumni participation and engagement activities with the University, through fostering strong links with colleagues across the Office of Development and Alumni Relations team and the wider University

Key accountabilities and indicative time allocation:
1. 50%
With strategic guidance from the Development Manager, engage with prospects and donors to raise philanthropic income in the form of Special Gifts, from £1,000 to £25,000, with a strong focus on £10,000+, to support University’s strategic fundraising priorities. 
Achieve annual fundraising targets, including income raised and activity goals, through face-to-face and virtual strategic meetings.

Develop strategies to engage support and use existing partners to open doors to new contacts. 

Provide frequent, personalised contact (email, telephone and face to face) with prospective and current supporters, to initiate and cultivate strong relationships. Ensure a professional approach across all activity and create an enjoyable and quality experience for all alumni and supporters managed.
Focus specifically, but not exclusively, on fundraising for current priority projects: the Institute for Medical Innovation (IMI); Ignite (widening participation); and the Post-graduate Scholarship Fund. 

Manage time and workload effectively to support the achievement of annual fundraising objectives and team targets for these funds.

Build relationships with leadership, academic and professional services staff to ensure that donations raised are managed well. Ensuring that donors receive appropriate and consistent reporting, recognition and acknowledgement.

Collaborate across wider fundraising and ODAR teams to achieve shared goals. 
2. 10%
Apply detailed knowledge of fundraising and donor relations processes to manage a portfolio of 140 prospects effectively, delivering a high-quality experience to all contacts. 

Create cultivation and gift strategies, facilitate engagement and volunteering opportunities, and advise colleagues on appropriate donor reporting, recognition and acknowledgement. 
3. 5%
Independently progress and resolve complex enquiries from prospects and donors. Use best judgement to determine the appropriate action to take, working with your line-manager where appropriate.
4. 10%
Record all interactions and activities relating to the prospects and donors you manage on the Customer Relationship Management (CRM) system to measure your success and to inform reports to meet internal and external requirements (e.g. key performance indicators). Utilise the database to effectively manage the composition and progress of your portfolio.
Review portfolio and fundraising data to identify priorities, risks, gaps and opportunities for further investigation, and maintain accurate records to support coordinated relationship management.
5. 10%
Contribute practical experience, donor insight and portfolio learning to the development and review of fundraising, engagement, stewardship and campaign approaches, including the development of the Special Gift programme and activity supporting the Campaign for Southampton.
Represent the University and ODAR internally and externally, and maintain professional links with peer institutions, the Special Gifts Network and CASE to advance specialist knowledge. 
Share learning and good practice across ODAR and relevant University teams, identifying practical improvements to established systems, processes and ways of working.
Shape and contribute to project work that benefits wider team and University’s objectives.
Build engagement across the University. Regularly meeting with and learning from academics to further University of Southampton knowledge. Sharing knowledge of the University to prospects. 
6. 10%
Plan and prioritise short and medium-term activity for an assigned prospect portfolio. Coordinating related fundraising, alumni engagement and stewardship activity to maximise engagement opportunities and support the achievement of ODAR and University objectives.
Adapt and reprioritise work as required in response to donor needs, emerging opportunities and overall objectives.
7. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Executive Director, ODAR Senior Management Team, line manager and colleagues within Development & Alumni Relations.
President and Vice-Chancellor, Senior Management, Faculties and Professional Services staff at all levels.
Donors and supporters of the University.
Alumni, parents or other relatives of former or current students, and other supporters of the University – many of whom hold senior influential positions.
Key decision-making and influential individuals with links to other individuals, charitable trusts, foundations and companies.
Current and prospective volunteers.
Internal and external suppliers.
Special requirements:
There is a need for the post holder to be flexible to work outside normal hours, e.g.: weekends and evenings where necessary to support a range of activity and at peak times.
A willingness to travel is required as it will be necessary to fulfil the requirements of this role.


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 practical knowledge and experience in the required operational discipline. Practical knowledge may have been gained through some or all of the following:
· Substantial, relevant work experience
· Vocational training
· Formal qualification(s) equivalent to Level 3 or 4 of the Regulated Qualifications Framework e.g. AS or A Level, advanced or higher apprenticeship, or Level 3 or 4 award, certificate, diploma, NVQ.
· Ability to establish and maintain positive relationships with a wide range of stakeholders.
· Experience of working with senior individuals, both internal and external to utilise their contacts and networks.
· Proven ability to develop profitable and sustained relationships with key individuals within a target driven environment to achieve desired outcomes.
· Experience of working as an individual and as part of a team, helping to plan and deliver projects over a period of months or years.
Desirable
· Experience of developing strong relationships with, and ability to fundraise from, philanthropic donors.
· Experience of working within the higher education and/or not-for profit sector.

Teamwork and Communication
Essential
· Positively influences the way the team works together.
· Ensures colleagues are clear about priorities and service expectations.
· Ensures regular liaison and communication with a wide range of colleagues and builds good working relationships.
· Offers proactive advice and guidance.
· Experience of sharing best practice and encouragement of new ideas across teams and departments.
· Highly developed oral and written communication skills, including an excellent telephone manner, demonstrating professionalism and competency.
· Able to absorb complicated information and relay the details clearly and effectively to donor/prospective donor audiences.
· Experience of actively managing key accounts, able to elicit information to identify specific client partner/donor needs. 
· Able to effectively communicate changing priorities and service expectations amongst the support team.
· Confident and experienced at face-to-face networking and able to engage in conversation about business priorities.
· Able to negotiate internally and externally on behalf of the University.
· High level of integrity when dealing with sensitive information.
Desirable
· Experience of stewarding and cultivating relationships with donors or other external partnerships.

Planning, Organisation and Resource Management
Essential
· Plans and prioritises own work, and that of others, where required.
· Solicits ideas and opinions from others to inform work plans.
· Highly developed organisational and administrative skills. Accuracy and attention to detail.
· Able to operate independently when required and excellent at working to tight deadlines.
· Able to recognise the impact of own activities on the workload of others.
· Committed to meet and exceed personal and team targets.
· Experience of identifying and maximising income generation opportunities where appropriate.
· Well organised, self-motivated, resilient and able to work at pace.

Problem Solving and Initiative
Essential
· Elicits information to identify specific customer needs.
· Uses initiative and applies a comprehensive understanding of established practices and procedures to interpret requirements, identify issues and resolve problems.
· Develops improved methods, where required, within established practices and procedures.
· Able to address problems in pressurised, time restricted environments.



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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