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Background information

Leeds Mencap is a busy, friendly and ambitious local charity based 
in East Leeds but operating city wide. Based at The Vinery Centre, 
we have a thriving community nursery and room hire enterprise 
running alongside our specialist services for children and young 
people with learning disabilities and their families. 

We are an independent local charity and we need to raise all our 
own funds. 

Our funding currently comes from trusts and foundations, 
companies, individuals and events and community fundraising and 
we have two small contracts with the local authority. We also 
receive income from Jimbo’s community nursery and from hiring 
out the space in the centre. Our service users pay a small 
contribution towards the cost of the services they receive. 

We are fortunate in that we have a range of compelling services to 
support. We have a small fundraising team and so we need to be 
flexible and creative in our approach. Traditionally, the majority of 
our fundraising income has come from grants but we want to build 
on our current position with companies, events and community 
fundraising and develop new areas of fundraising like regular 
giving. 

The pandemic has had a significant impact on our income and so 
our priority is to regrow our income in order to secure the 
sustainability of our services for people with learning disabilities 
over the coming years. Over the next three years we also need to 
extend our reach and develop new relationships and partnerships.

 

We are therefore searching for a talented and enthusiastic 
Fundraising and Communications Manager to join our extended 
leadership team. You will be passionate about the work we do and 
have the ability to work under your own initiative to lead and 
develop a small team to create an inspiring fundraising offer to 
support the ongoing sustainability of our organisation.

In return you will work in an organisation that is welcoming and 
open. You will have a generous annual leave allowance, company 
sick pay from your first day of employment and access to training 
to support you to develop in your role. You will work in a bright and 
airy building, with free parking and on good bus and cycle routes, 
just a stone’s throw from the centre of Leeds. We provide free tea 
and coffee. Most important of all, you will be part of a team who 
are aspirational for children and families and who do their absolute 
best to support them to have improved opportunities and 
experiences in life. This is a fantastic opportunity to join an 
ambitious local charity and we look forward to hearing from you.

Please go to www.leedsmencap.org.uk to find out more about our 
services.
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http://www.leedsmencap.org.uk/


How to apply

To apply please download an application 
pack from our website:
www.leedsmencap.org.uk 
Please note we do not accept CVs.

Closing date: 
Midnight Sunday 19 June 2022

Interview date: 
Thursday 30 June 2022

For more information please contact Cath 
Lee on 0113 235 1331 or e-mail 
cath.lee@leedsmencap.org.uk 

Job title: Fundraising and Communications Manager

Reporting to: Chief Executive

Responsible for: Fundraising and Communications Officer, Volunteers

Salary: £27,449 - £29,712 dependent on experience

Hours: 37.5 hours per week

Annual leave: 28 days per year plus public holidays

Contract: Permanent, subject to funding

Location:
Suitable for part homeworking. Postholder would be expected 
to be in the office for a minimum of 2 days per week at The 
Vinery Centre, 20 Vinery Terrace, LS9 9LU.

Key details
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Main duties and responsibilities:
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Income generation

Lead a small team to meet the 
fundraising budget and stretch target 
each year. 
Develop inspiring and effective 
income generation initiatives across 
all revenue streams in order to grow 
our supporter base.
Lead on bid writing, managing 
pipeline generation and planning 
sustainable funding.
Support the CEO/Service managers to 
maximise income from statutory 
sources.
Develop compelling cases for support 
and engaging fundraising materials in 
order to develop successful 
fundraising partnerships in both 
corporate and community sectors.
Proactively seek out and identify new 
fundraising partnerships to raise both 
profile and funds for Leeds Mencap.
Ensure that all fundraising activity 
complies with relevant legal 
requirements.

Budgeting and planning 

Work closely with the CEO to review, develop and implement the fundraising strategy.
Produce, implement, monitor and review fundraising plans. 
Produce fundraising budgets to support plans and provide effective reporting.
Ensure fundraising income is effectively processed, recorded and managed following 
effective processes and working closely with finance.
Contribute to the organisational strategy, business and operational plans.

Staff management and team development

Manage and develop the fundraisers in the team; ensure roles and expectations and 
any targets are clearly defined and explained, carry out 1:1 meetings, reviews and 
annual appraisals.
Provide clear direction and sound decision making to enable staff and volunteers to be 
effective in raising funds and securing support.
Ensure the team coordinates effectively; have regular team meetings and ensure 
planning and coordination of work is undertaken on a regular basis.
Work with colleagues to ensure volunteers that come through CSR and employee 
engagement programmes are coordinated and supported to have a positive 
experience.
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Database management and relationships 

Maintain and develop the database of contacts: individual donors, corporates, grant 
making bodies ensuring the General Data Protection Regulations (2018) are adhered 
to across all income generation activities and that all data collection is in accordance 
with these regulations.
Ensure that Leeds Mencap develops excellent supporter care systems and that 
relationships are sustained for the long term including maintaining systems to ensure 
grant making organisations receive reports and other correspondence on time.
Ensure prompt and appropriate acknowledgement of all income, ensuring all 
information is accurate, up to date and well organised.
Ensure that all donor communications are handled appropriately, promptly and 
courteously and that complaints and criticisms are logged, investigated and resolved.

PR, Communications 
and Marketing

Develop and implement plans with 
the objective of increasing awareness 
of learning disability, Leeds Mencap 
and our services and fundraising 
resulting in increase in take up of 
services and increased support.
Produce fundraising and marketing 
materials for the organisation and 
specific services as agreed with 
colleagues.
Be the brand guardian for Leeds 
Mencap and ensure that Mencap style 
guidelines are adhered to, as well as 
any sub-brands or campaigns.
Lead maintenance and development 
of the website as an effective 
communications and fundraising tool.
Ensure social media content is 
planned and coordinated.
Work with colleagues to ensure that 
all marketing plans are co-ordinated 
across the organisation and all 
opportunities are maximised.

General

Safeguarding of the children and adults at risk who use our services is everyone’s 
responsibility. Take personal responsibility for understanding and working within the 
organisation’s safeguarding policy and procedures.
Work with the CEO to ensure that fundraising supports the achievement of the 
organisations charitable aims and objectives.
Support the CEO through the provision of reports and updates on progress and 
developments. 
Contribute to meetings as required.
Attend training as needed individually and to ensure the fundraising team are 
committed to personal and professional development.
Any other duties and tasks as reasonably requested. 



Person Specification: Fundraising and Communications Manager

In order to fulfil the requirements of the post, applicants must meet the following criteria. Candidates will only be short listed for interview if they can 
demonstrate in their application that they can, or have the potential, to meet these criteria.

Experience

Track record in raising money from a range of fundraising disciplines 
Significant experience in successfully raising money through trusts
and foundations 
Experience of staff and volunteer management

Experience of setting and managing fundraising budgets and plans
and assessing fundraising performance
Digital fundraising experience

Essential:

Desirable:

Skills

Inspirational and motivational leadership skills 
An effective communicator with excellent verbal and written skills
- able to articulate our work to a broad range of audiences and to
negotiate well.
Strong interpersonal skills and sound judgement which inspire
confidence and trust from staff, volunteers, stakeholders and other
organisations.
Strong planning skills and the ability to think strategically and
produce outcome oriented plans 
Strong analytical and problem solving skills - the ability to analyse
and manipulate financial and other data
Target focused and results driven 
Strong IT skills and aptitude to be able to manage and manipulate
data, use a variety of computer software/applications
Flexible approach to work and willingness to work evening and
weekends when necessary 

Ability to update websites and use social media and standard
reporting tools

Essential:

Desirable:

Knowledge

A strong, demonstrable understanding of a broad range of
fundraising techniques and processes
Excellent knowledge of social media channels and how to use and
evaluate performance 
Commitment to the aims and objectives of Leeds Mencap and
willingness to understand the issues affecting people with learning
disabilities and their families. Commitment to reflect Leeds
Mencap’s values in their work

Fundraising qualification
Marketing or PR training or qualification

Essential:

Desirable:
Other

Flexible with a willingness to work outside normal office hours.
Essential:
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