


Job description 

Job title: 	Gifts in Wills Officer

Reports to:	Head of Public Fundraising
Department:	Public Fundraising
Directorate:	Income and Engagement

Our vision
A future free from arthritis.

Our mission
We won’t rest until everyone with arthritis has access to the treatments and support they need to live the life they choose with real hope of a cure in the future. 

To deliver our mission we invest in world class research, deliver high quality services and campaign on the issues that matter most to people with arthritis.  We have developed an ambitious five-year strategy, complimented by our research strategy to help us achieve our vision and mission.

Our values 
We are United, Compassionate, Inclusive and Brave in all that we do.

Income and Engagement (I&E) Directorate
The Income and Engagement directorate drives action across audiences to transform awareness of arthritis, build the charity's profile and develop a strong, active and loyal community of support. The directorate brings together traditional fundraising streams, earned income opportunities and strategic communication planning to maximise engagement with our supporters to deliver on our goal to be a sustainable organisation.  
We are responsible for brand, marketing, communications and content together with targeted income propositions. Alongside putting people with arthritis at the centre of our work, we use insight, evidence and a test and learn approach to create and refine everything we do.  We are fortunate that 80% of our supporters are made up of people living with arthritis. We inspire and motivate people and partnerships to get us nearer to our shared vision of a future free from arthritis. 

Job purpose 	
This role focuses on the stewardship and retention of pledgers and marketing of Gifts in Wills on a mass level. On a day-to-day basis this could be legacy marketing to our wider donor base and audiences, maintaining and developing materials including website content, building relationships with and improving knowledge of our current enquirer and pledger base, re-engaging lapsed pledgers or developing gifts in Wills stewardship journeys.

Main duties	
· To develop and deliver insight led supporter journeys for legacy supporters, providing effective opportunities for cultivation and stewardship, designed to increase year on year income, retain engagement, and steward supporters through the pipeline from legacy enquirers to legacy pledgers.  
· To develop and deliver legacy marketing communications.  
· To manage relationships with and provide excellent supporter care to legacy supporters, ensuring our database is continuously updated with supporter information. 
· To support the team to develop and maintain the existing legacy fundraising strategy to maximise this crucial income stream.
· To effectively manage our range of free Will writing services offered to supporters, staff and volunteers, with the aim of generating legacy pledges and future income for the organisation.
· Alongside others in the team, to build relationships with staff and volunteers across the organisation to promote legacy fundraising, ensuring colleagues understand the importance of these income stream and equipping, enabling and motivating teams to regularly promote these ways of fundraising.  
· To regularly network with other charities and colleagues in the sector, attending relevant seminars and forums to maintain up to date knowledge of the market and best practice, using this to inform planning and decisions.  
· To embrace, embed and deliver the organisational values, commitments, and culture throughout all activity.
· To ensure all designated training is completed and all activity is delivered in line with organisational policy and practice.
· To embrace a safeguarding culture where everyone has responsibility for the safeguarding and wellbeing of vulnerable adults and children.
· To undertake any other duties as appropriate to the role and organisational requirements.

Key stakeholders and relationships (internal/external)
· Public Fundraising team.
· Wider Income and Engagement teams.   
· Staff and volunteers across other teams.  
· Suppliers and agencies (external).
· Supporters, prospects and pledgers (external).


End of job description. Person specification on following page.


Person specification

Experience and knowledge
· Experience of building excellent relationships with a wide range of customers or supporters, across different channels and face to face, anticipating their needs and creating a high-quality supporter experience. 
· Experience of project management, developing and executing plans and projects within budget and on time.
· Experience of working in legacy fundraising/marketing, with an understanding of the audience’s needs.  

Skills
· Excellent relationship management skills – passionate about people, strong listening skills, able to demonstrate empathy and emotional intelligence. 
· Excellent project management skills, with the ability to work on multiple tasks at one time. 
· Strong written and oral communication skills, including effective copywriting.  
· A proactive and solution-focussed approach. 
· A team player who demonstrates Arthritis UK’s values and behaviours. 
· Practical and confident in the use of MS Office packages (Teams, Word, Excel, PowerPoint and Outlook).

Desirable experience, knowledge and skills	
· Experience of using charity CRMs (Customer Relationship Management systems), especially Access CRM.  
· Experience of using the MuchLoved platform.



Criminal Record Check

Arthritis UK is committed to keeping children, young people and vulnerable adults safe from harm. We will undertake safer recruitment practices and relevant checks applicable for the role. 

This role DOES NOT require a Criminal Record check.

End of person specification.
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