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JOB DESCRIPTION 

Job Title: Development Manager 

Reporting to: Corporate Strategy Manager 

Responsible for: NA 

 

SCOPE 

Culture Coventry Trust and Coventry Sports Foundation are operating as CV Life, so that the scope of this Job 

Description as a CV Life document extends to cover the employment of employment contracts held with 

either Culture Coventry Trust or Coventry Sports Foundation. 

 

OVERALL PURPOSE AND OBJECTIVE OF THE ROLE 

This position falls within a shared-services working arrangement agreed between the respective Boards of 

Directors / Trustees of CV Life; Culture Coventry Trust; Coventry Sports Foundation; and the associated group 

Companies / Trusts, which allows for the sharing of posts and associated services where appropriate and of 

benefit to the work of the organisations and their respective objectives. 

The Development Manager role focuses on realising the strategic development of a fundraising programme, 

to include public funding, charitable trusts, and major and individual donors. It covers the identification and 

recruitment of new partners and stakeholders; the management of existing key stakeholder relationships 

with public, private and partnership funders of CV Life’s work; communications connected to the 

development role both externally and internally; and a wider contribution to the development of specific 

projects of the company. The Development Manager will research prospects, co-author, and develop funding 

bids and proposals working with Trusts and Foundations, corporate partners, individuals, and government 

and lottery funders.  They will collaborate with colleagues to ensure that reporting to partners is timely and 

compelling. 

 

MAIN DUTIES OF THE ROLE 

1. Set and achieve ambitious fundraising goals which allow CV life to fulfil its ambitious plans, alongside 
creating and managing a long-term fundraising strategy to support CV life’s programme and 
infrastructure 

2. Manage CV Life’s fundraising activities across areas of activity including, stakeholder management, 
sponsorship, individual giving and legacy giving. 

3. Write bids and proposals to achieve funding target 



 
 

 

4. Working with the Senior Leadership Team (SLT), set and achieve fundraising targets, showing year on 
year growth in activity and results 

5. Act as a member of the Senior Management Team, contributing to business planning and helping to 
shape Development strategy for the organisation 

6. Contribute to the budget planning process 
7. Manage Development budgets and prepare financial data e.g. Gift aid returns 
8. Identify future key partners and stakeholders and build relationships with potential and existing 

donors.  
9. Manage CV Life’s relationship with key funders, maximising revenue and project funding 
10. Raise income in collaboration with key partner organisations where appropriate 
11. Collaborate with colleagues to ensure that reporting to partners is timely and compelling 
12. Working closely with key individuals across wider teams within the Trust, including Monitoring and 

Evaluation, Marketing and Communications, Finance and HR as required 
 

This Job Description is neither exhaustive nor exclusive and may be reviewed and updated depending upon 

operational requirements and staffing levels. 

 

RESPONSIBILITIES FOR ALL EMPLOYEES 

• To embrace and lead by example on the Company’s key values of PRIDE, PASSION and PERFORMANCE 
or those that might at any time be subsequently re-defined. 

• To undertake all duties and fully comply with all of the Company’s general standards and those relating 
to the specific requirements of the role. 

• To carry out tasks at a range of sites that are either operated or managed by the Companies / Trusts or 
where services are delivered by the Companies / Trusts  

• To be involved in any aspects or opportunities for sharing of good practice, expertise and responsibilities 
within the Companies / Trusts. To generally help promote the work and public image of the Companies 
/ Trusts, always maintaining high standards of customer service and personal appearance.  

• To attend and fully engage with all internal training and development requirements and opportunities, 
and maintain such qualifications as required by the demands of the role. 

• To interact positively with customers adopting a friendly and professional approach at all times. 

• To support the Company’s commitment to providing a safe environment for children, young people ad 
vulnerable adults, ensuring awareness of the Company’s Safeguarding Policy, Procedures and Practice 
Guidance, and to be vigilant, reporting any safeguarding concerns without delay.  

• To comply with the General Data Protection Regulations when dealing with, maintaining, sharing and 

storing information. 

• To undertake other duties as specified, which are appropriate to the qualifications, experience and 
general level of the post. 
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Date Reviewed: 

PERSON SPECIFICATION 

Essential Personal Attributes 

• A passion for creativity, the arts and leisure activities 

• Self-motivated and self-directing, able to identify, organise and prioritise projects/work 
 

Essential Knowledge and Experience 

• Knowledge and understanding of Coventry and the West Midlands and its diverse communities 

• Proven track record of designing and implementing sustainable strategies to achieve successful 
fundraising activities  

• Proven track record of successful grant bid-writing in the charity Sector 

• Experience in researching and identifying a wide range of funders  

• Ability to effectively work with individuals in leadership positions, such as Board members, 
funders/donors, and community leaders 

• Planning and time management skills  

• Excellent written and verbal English  

• Ability to work independently and as part of a team  

• Experience of budget development and management, and an understanding of management accounts. 

• Proven ability to manage and grow a list of active and significant donors 

• Experience of designing and managing digital fundraising campaigns  

• Competent across IT and software, including a strong working knowledge of Microsoft Office, and 
willingness to learn other software programmes and digital tools quickly  

• Knowledge of relevant charity and tax laws  
 

Essential Qualifications 

•  
 

Essential Special Skills 

• A personal and professional interest in the arts, culture and heritage and the environment 
 

 

Special Circumstances 



 
 

 

• Ability to work unsociable hours including evenings, weekends, and Bank Holidays. 

•   Ability to travel between sites. 

• Interest in working with underrepresented and disadvantaged community groups/individuals. 

 


