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JOB DESCRIPTION museum

Job title Relationship Manager (Philanthropy)

Reporting to

. Philanthropy Manager (51850711)
(position number)

Hay score / Pay band Band 2, Hay Score 333

Job purpose

London Transport Museum is the world’s leading museum of urban transport and an award-winning day out. Our
mission is to preserve London's transport history and heritage, celebrate and explore the stories of people who
shape London and create experiences that stretch, grow and inspire the next generation. We ignite curiosity to
shape the future.

This role is responsible for developing and managing relationships with individuals who share our passion for
preserving and celebrating London’s transport heritage and supporting the next generation into transport and
green careers . Areas of work include High Net Worth Giving, Legacy Giving, Regular Giving and managing our
Patrons Circle. You will identify, cultivate and seek gifts from donors, stewarding individuals through regular
communications, events and recognition.

Working in London Transport Museum's Development team, you will help manage and grow the Philanthropy
programme and take a lead in ensuring that every donor feels thanked and valued.

Key accountabilities

« Support the delivery and growth of London Transport Museum's Philanthropy programme in line with financial
targets, budgets and programme KPIs.

« Work with colleagues and volunteers to identify, research and cultivate a portfolio of prospects and donors,
creating tailored cultivation and stewardship plans which secure four and five figure gifts. Ensure donors feel
appreciated and thanked.

« Support the delivery of the Museum's Legacies strategy, liaising with solicitors, executors and internal
colleagues to administer bequests made to London Transport Museum.

« Support the delivery of Regular Giving, including the Museum'’s successful Patrons Circle programme and giving
initiatives across the Museum estate and digital platforms.

« Work with the Development team to create and deliver communications, events and stewardship opportunities
which engage donors and funders in the work of the Museum and maintain sustained support. Oversee our
Patrons programme.

 Support the development of fundraising tools including business cases, our case for support, written asks and
proposals, presentations, marketing materials and digital content.

e Undertake the administration of the Philanthropy programme, maintaining an accurate and up to date database,
managing timely reporting to donors ensuring the highest levels of donor care, stewardship and
acknowledgment.

« Undertake all activities in line with best practice standards and processes as set out by the Institute of
Fundraising and appropriate industry regulatory bodies. Ensure compliance with the General Data Protection
Regulation (GDPR) across all fundraising activity, data processing and management.

There may be other skills, knowledge or experience required to fulfil this role that are not detailed here.
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Financial impact

The post-holder will support the Philanthropy Manager to deliver the Philanthropy strategy and operational plan
contributing to overall income and recruitment targets.

Relationships

Development team - Philanthropy Manager (the post holder’s line manager), Philanthropy Executive, Head of
Development and members of the Development team to deliver the Philanthropy strategy and operational plan

Internal — Marketing and Development team, Director's office and Senior Leadership Team, Finance, Projects &
Governance, Collections & Engagement, Customers & Resourcing, Design and Venue Hire

External — Philanthropists, trusts and foundations, Transport for London: including Executive Committee, Capital
Projects, Stakeholder Relations and Internal Communications, TfL employees, Pension Fund members, London
Transport Museum Friends, London Transport Museum visitors, Patrons Circle members, heritage, cultural and
corporate partners.

Skills and knowledge

Skills
« Interpersonal — Strong interpersonal and networking skills, comfortable managing relationships with senior
members of organisations; able to build personal relationships at all levels and present in a range of settings

* Research data and information management — Able to gather and collate information from a range of sources,
think laterally to solve problems, evaluate risk, make decisions and ensure data is accessible and up to date

< Communication — Excellent verbal, written communication and copywriting skills with the ability to collate
information into concise and compelling documents; excellent attention to detail, editing and proofreading skills

¢ Planning and organisation — Self-motivated with good organisational and team working skills and the ability to
prioritise and manage time effectively to meet deadlines. Proactive and flexible in addressing donor needs;
responding positively to changing priorities and a range of work situations

Knowledge

« Knowledge of fundraising from individuals, the solicitation cultivation and stewardship process

* Knowledge of researching and approaching potential income sources, and securing gifts from individuals
» Good database management skills and awareness and ability to act on data insight

» Good working knowledge of Microsoft applications including Word, Excel and PowerPoint

* Knowledge of GDPR and fundraising legislation and compliance

* Knowledge of the opportunities available for arts and culture fundraisers, and an understanding of where
London Transport Museum can find its niche within a competitive market

* An understanding of the design, print and production process

There may be other skills, knowledge or experience required to fulfil this role that are not detailed here.
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Experience

» Experience of working in an individual giving fundraising role with a record of successful income generation and
track record of fundraising from individuals or legacies and personally securing gifts

» A track record of delivering against agreed targets, timescales and objectives, of managing multiple projects,
and of working with internal and external colleagues to achieve goals

« Experience of making asks in writing, writing proposals, case for support and promotional copy

« Experience of liaison with major donors, senior stakeholders and those with capacity to make significant gifts

« Experience of managing others including consultants and volunteers with whom the post holder does not have
line management responsibility

» Coordinating multiple projects and delivering to deadlines

« Experience of developing and managing events

« Experience of planning, implementing and monitoring budgets to agreed deadlines

People management responsibilities

Does this role have people management responsibilities? Yes D No

If yes, then the role-holder is responsible for leading and supporting the people that report to them in a way
that allows those individuals to perform and develop to their best in their career at TfL.

Our I5 competencies include the skills and knowledge needed to perform well in a role, but not all of these will be
applicable. Based on the requirements of the role, please indicate those competencies that are most relevant
(6 - 8 max) and the level required with A the least complex and E the most complex level.

Refer to the Competency Briefing Note for Line Managers for further information and the Competency Framework
to determine the competencies and levels to be included.

Building capability Communications and influence

Responsiveness Stakeholder management

Customer service orientation B Planning and organisation

Strategic thinking B Commercial thinking

Problem solving and decision making Safety awareness

B Managing business performance

s

There may be other skills, knowledge or experience required to fulfil this role that are not detailed here.

Direct @ Active @ Fair @ Accountable Collaborative
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http://source.tfl/pdfs/our_competency_briefing_note_for_line_managers.pdf
http://source.tfl/pdfs/Our_Competencies_Dec2014.pdf

london

transport
museum

Additional information and/or addendum
This section is only required in exceptional cases, for example if the role requires additional information about Health & Safety,
or Equality, or Crime and Disorder. Additional may be entered where an addendum is required for generic job descriptions.

There may be other skills, knowledge or experience required to fulfil this role that are not detailed here.
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This role is subject to Disclosure and Barring Service Checks.

SAFEGUARDING STATEMENT

At London Transport Museum, we believe that the welfare of children and vulnerable adults is paramount. We will ensure
that all children and vulnerable adults who engage with our services are safe and protected. Our commitment to safeguarding
excellence can been seen through how we train and support all our staff and volunteers, and how any concerns about the
safety of children and vulnerable adults are managed.

HEALTH & SAFETY STATEMENT

All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons
who may be affected by their acts or omissions. All employees must understand and be committed to Transport for London’s
Health and Safety Policy statement and the Company'’s safety priorities and be aware of their contribution to such priorities.

All employees must also be aware of and comply with all current health and safety legislation and other Company requirements
that are relevant to their role.

EQUALITY STATEMENT

Transport for London values the diversity which exists in our city, and our aspiration is to reflect this diversity in our workforce.
All employees must be aware of and committed to the Equality Policy Statement of Transport for London. All employees

must also be aware of and comply with other Company requirements associated with Equality and Diversity issues relevant

to their role.

CRIME & DISORDER STATEMENT

It is a statutory requirement for all departments within TfL to follow Section I7 of the Crime and Disorder Act 1998. Section |7
requires authorities to consider the likely affect on crime and disorder and commmunity safety in all that they do, and take action
to prevent crime and disorder, substance misuse, anti-social behaviour and behaviour that adversely affects the environment.
TfL has voluntarily been committed to following Section 17 since 2006, but we must all make sure that it is considered in decision
making, policies and procedures in the same way that equality and health and safety are.

PRIVACY & DATA PROTECTION STATEMENT

Personal information relating to TfL's customers, workforce and members of the public, must only be collected, accessed or
used by employees for legitimate business purposes directly related to the performance of their duties; and in accordance with
their terms and conditions of employment, TfL's Privacy and Data Protection Policy, The TfL Code of Conduct and relevant HR
policies. The misuse of personal information is generally viewed as gross misconduct and may also constitute a criminal offence.

LONDON TRANSPORT MUSEUM GOVERNANCE STATEMENT

London Transport Museum is a Transport for London (TFL) group company with charitable status (charity number 1123122). The
Museum is subject to the policies and procedures of TfL (including those relating to the employment of staff) except where the
Museum’s Trustees have agreed specific local policies.

There may be other skills, knowledge or experience required to fulfil this role that are not detailed here.
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