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Job Title: Fundraising and Development Manager
Accountable to: IRMO’s Director
Hours of Work: 7.5 hours a week
Salary: £27,300 (pro rata)
ABOUT IRMO
IRMO is a community-led organisation that provides Latin Americans with tools
and information in an empowering process to build fulfilled, independent and
integrated lives in the UK using a rights-based approach. We do this through a
flexible and comprehensive approach addressing a wide range of needs at a
number of levels. Our work spans three main ‘pillars’: Education, training and
employment; Advice and case-work; and Wellbeing. We also have a crosscutting pillar, which is campaigning for the rights of all migrant communities.
Building on over three decades’ experience, we aim to build a stronger and
more resilient community.
PURPOSE OF POST
The purpose of this post is to support and strengthen the sustainability of
IRMO’s projects and services by increasing contributions from individuals and
groups; and to raise awareness of the charity’s work, aims and goals. The
post-holder will work closely with the Director and Trustees and will lead on
researching and leading on funding applications for trusts and foundations;
exploring and pursuing opportunities for commissions and consortium bids;
building relationships with potential and existing funders; and supporting on
IRMO’s wider fundraising strategy. This appointment is funded for 12 months.
Extension beyond this is dependent on the successful implementation of our
fundraising strategy and future funding.
MAIN TASKS AND RESPONSIBILITIES
•
•
•
•

Contribute to the development of IRMO’s fundraising strategy
Identify and research potential funding opportunities and donor prospects
Create and manage a calendar of events, fund opportunities and deadlines
Lead on writing high quality and effective proposals and applications
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•

•
•
•
•

•
•

Produce newsletters for donors and develop systems and processes for
effective relationship management, including managing and updating
databases to record donor contacts and contact preference information
Support the Director to engage effectively with statutory funders
Work closely with staff and key volunteers to gather necessary information
and statistics on particular projects and services
Develop relationships with other charities and key stakeholders to explore
opportunities for creating partnerships and consortiums
Use IRMO’s organisational voice, tone and key messages to ensure that
applications, supporting documents and other external communications are
accurate and representative of the organisation
Maximise use of digital fundraising tools, e.g. Every Click and social media
Ensure work is carried out according to the Fundraising Standards and
General Data Protection Regulations (GDPR)

PERSON SPECIFICATION
Experience
• Proven experience of writing funding applications, proposals or bids
• Experience of creating engaging marketing and supporter materials
• Proven experience raising funds in a community/charity setting
• Proven experience of identifying and managing relationships and
understanding stakeholder demands and expectations
• Proven experience of working effectively as part of a team
• Delivering high quality work to deadlines
Knowledge
• Understanding the principles of sustainable funding and the challenges
and opportunities for small charities
• Knowledge of fundraising techniques for different audiences, including
risks, benefits, implementation processes and resource requirements
• Effective relationship management principles and processes
Skills
•

•
•

Excellent writing skills, including the ability to tailor your writing to
different audiences, and to convey complex information in an engaging
and compelling way
Ability to use your initiative, to work to deadlines and to prioritise
Ability to plan, draft, edit and finalise compelling funding bids
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•

Excellent and professional communication skills, including the ability to
liaise with stakeholders via phone, email or in person

Personal Attributes
• High levels of attention to detail, especially keeping accurate records
about prospects and funders/supporters.
• A team player who likes getting things done, can take initiative and
juggle priorities.
HOW TO APPLY
To apply please send your application form (available from IRMO’s website)
by email to: recruitment@irmo.org.uk with the title of the position for which
you are applying in the subject line. Please do not send CVs as we do not
shortlist from CVs. The deadline for applications is midnight on Sunday
4th March. Interviews will be held the week beginning 5th March.
If you wish to discuss your application, please contact Lucia Vinzon, Director
at lucia.vinzon@irmo.org.uk. We wish you the best of luck with your
application!
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