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Business & Education London South – Fundraiser Application Pack

06 November 2009
RE: Fundraiser Application Pack, Ref: 903
Dear Sir/Madam,
Thank you for your interest in working with us to help young people make the transition from education to employment. I enclose herewith an application pack as requested.

Please read the guidance notes carefully before completing the application form and send your completed application form to me at the Croydon address.

Things to note:

· CVs cannot be accepted in place of the application form, but can be provided as extra;
· We are happy to receive word processed versions of the application form in place of hand written;
· Please post, email or fax completed application forms;
· Applications are due by 12:00 noon on Thursday 26th November 2009;
· Interviews will be held on Monday 7th December 2009;

· Applicants will be notified of interview in writing.
You may want to visit our website for more information about us and what we do, www.bels.org.uk
If you would like a large print version of this pack, please call us and we will arrange for this to be sent to you.

Yours sincerely

Brenda Harper

Project Administrator

brendaharper@bels.org.uk 
www.bels.org.uk
Telephone: 020 8726 0700

Facsimile: 020 8726 0710

About BELS

Business and Education London South (BELS) is a company limited by guarantee that obtained charitable status in 2004. BELS is a consortium consisting of eight active members. These are:

· Bromley Education Business Partnership

· Croydon Education Business Partnership

· Kingston & Merton Education Business Partnership

· Kingston Local Authority

· Merton Local Authority

· Richmond Education Business Partnership

· Sutton Education Business Partnership

· Young Enterprise

BELS is guided by an independent Board of Trustees with a broad range of experience and expertise including education, non-profit organisations, finance, equality and risk management. The Trustees have served BELS well at a time of enormous change in the structure and provision of education business link activities in schools and colleges across the sub-region.

BELS Vision

We believe that it is the responsibility of the whole community, business and education working together, to support young people of South London as they prepare for adult and working life. These young people will contribute to and strengthen the economic well-being of the area and the nation throughout their working and adult lives by being:
· Full and active members of the communities in which they live;

· Employees, entrepreneurs and taxpayers;

· Lifelong learners.

In order to achieve this vision, we will harness the energy, experience and expertise of the consortium membership and other partners to provide opportunities that enable young people to be:

· Equipped for work when they enter employment;

· Achievers at their highest level;

· Well informed about business, the economy and the society in which they live.

BELS Funding and Core Services

With funding made available by the Learning and Skills Council (LSC), BELS has supported a wide range of professional development, enterprise, work-related learning and work placement activities at schools and colleges across South London. During 2007-08, over 20,000 learners across the sub-region have benefitted from these services. In addition, BELS has also focused its resources on ensuring that teachers across its partnership are best prepared to deliver changing curriculum requirements to learners through the opportunity to undertake professional development placements with leading employers across the region. During 2007-08 over 100 teachers took advantage of these opportunities. Many of them will be teaching new employment-linked diplomas that were introduced in September 2008.
Project Work

BELS has also attracted funding from other sources including the European Social Fund (ESF), The Big Lottery Fund and The Bank of America to support significant projects that have been developed to improve the skills and overall employability of learners including those at risk of leaving education or training or from economically or socially deprived backgrounds. These diverse projects have included:

· The Added Dimensions Project;

· The Bizwise Project;

· The Business Toolkit for New Diplomas & Work Experience;

· The CRE8 Project;

· The Employability Project;

· Money4Life;

· The Motivational Photo Gallery Project.

More information on these projects can be found on BELS website: www.bels.org.uk
Looking Forward

BELS is pleased to have been awarded a new ESF contract to support its Jumpstart Employment & Develop your Initiative (JEDI) project during 2009-2010. This innovative programme is designed to facilitate the re-entry into education, training or employment of young people who are currently not economically active or at risk of becoming so.
BELS is also currently seeking funding for its Ultimate Office Project. A self-sustaining social enterprise, this project would attract hard to reach young people between the ages of 14-24 and provide them with a highly supported work placement opportunity whilst fulfilling contracts with local agencies and businesses.

JOB DESCRIPTION

Position title

Part-time Fundraising Manager

Responsible to

Chief Executive

Responsible for staff

Fundraising Trainee and Volunteers

Scope and purpose of position

To represent BELS, developing relationships with key institutions and individuals. 

Deliver BELS’ income generation strategy in line with BELS’ business plans.

Key Responsibilities

· Build, develop and monitor strategic objectives in an efficient and focused way.

· As the leader of BELS’ Fundraising Management Team contribute to the development, delivery and evaluation of the strategic plan.

· Develop & implement a sustainable fundraising strategy for BELS.

· Research and prepare fundraising applications for a broad range of trusts, foundations and other grant giving organisations. 

· Develop and maintain a database of contacts and sources of funding.

· To develop an in-depth understanding of existing and potential supporter markets 

· To plan and implement a programme of cost effective events in order to engage with

· supporters and prospects in order to deliver elements of BELS’ fundraising plan 

· To plan and implement a fundraising strategy for securing on-going unrestricted income to meet BELS’ core needs.

· To plan and implement a long-term strategy for securing income for projects.

· To undertake other activities, as directed by the Chief Executive in line with raising income and awareness of BELS’.

· Develop and write proposals, according to fundraising priorities and schedule as agreed with the Chief Executive and Fundraising Committee.

Key Skills

· Excellent leadership skills, 

· Ability to build rapport and develop relationships with a variety of people 

· Ability to work as part of a small team and contribute to the development of the 

organisation. 

· Strong strategic planning skills and an understanding of how to effectively deliver

products and messages to market through a face to face channel

· Excellent time management skills and ability to work to set deadlines. 

· An interest in the education sector

· The ability to write effective fundraising bids. 

· Considerable experience in fundraising or marketing and be used to working to targets

Health and safety responsibilities

To undertake regular risk assessments and take any necessary action to avoid potential

health and safety hazards. To liaise with the Office Manager on all Health and Safety matters.

PERSON SPECIFICATION

Position title

Fundraising Manager 

Location: Croydon Office  

SELECTION CRITERIA 
Essential
 Desirable

Education, qualifications and training

Degree or equivalent experience

   Y

Business, fundraising or marketing qualification 

   Y

Computer Literacy and Application 
      Y

Knowledge and professional experience

Extensive and demonstrable fundraising management 
      Y

Expert knowledge of fundraising legislation 

  Y

Knowledge of the voluntary and educational sectors and key competitors 
      Y

Hands-on experience in a variety of fundraising streams, such as Trust,                Y

Community, Corporate and Statutory





   

Demonstrable experience in achieving income targets in the charitable sector.      Y
    Experience of writing sponsorship or funding applications              
                        Y

Aptitude and skills

Excellent people skills, empathetic, persuasive, inspiring
      Y

Excellent Interpersonal and Communications Skills 
      Y

Highly numerate and analytical 

  Y

Excellent performance management skills 

  Y

Excellent negotiation skills
      Y

Excellent presentation skills 
      Y

IT skills including the ability to set up and maintain a database                               Y

Attitudes and behaviours

Self starter, driven and tenacious 
     Y

Self confident, organised and decisive 
     Y

Creative, imaginative and happy to take risks 

  Y

Results orientated, likes challenges and problem solving
     Y

Other

Current driving license 

  Y

Willingness to travel and work away from place of work 

  Y

Willingness to work irregular hours when necessary 

  Y

Pass a CRB Disclosure or International equivalent 



          Y
Guidance Notes on Completing Application Form

General Points

· Your application form will be used to assess aspects of your skills, knowledge and aptitude. Be sure to refer to the job description when you list your relevant experience. In particular please show how you meet each of the criteria listed in the job description.

· Please type or complete the application form in black pen so that it can be photocopied.

· If you do not have enough space on the form at any point you may continue on a separate sheet of paper. Please write your name on all additional sheets.

Equal Opportunities Monitoring Form

The information provided on this form is for monitoring purposes only and will not be used in any part of the recruitment process. Personal Details and the Monitoring Sheet of the application form will be detached from the other information provided before the selection process is undertaken.

Education and Training

Please fill in with as much detail as possible about your education and training. Include any relevant training courses and experience, alongside any formal qualifications.

Employment Details

Please include a brief summary of your main duties and responsibilities. Where you have a break in your employment history, please give details about the date and what you were doing at this time, e.g. travelling, bringing up a family or studying full time.

Other information in support of your application

This is your opportunity to give information about your abilities, experience, skills, knowledge and achievements from all areas of your life (home, wok, leisure interests) that you believe will demonstrate how you meet the criteria contained in the person specification.

It will help if you read the job description carefully and make notes against each point to show how you meet the criteria and then use these notes to help complete the form.

Please remember we can only use the information that you provide us with and we will not make assumptions or deductions.

Guaranteed Interview Scheme

BELS is committed to the employment and development of disabled people. We guarantee an interview to anyone with a disability whose application meets the minimum criteria for the post at the short listing stage.

What do we mean by disability?

The Disability Discrimination Act 1995 defines a disabled person as someone who has a physical or mental impairment that has a substantial and adverse long-term effect on his or her ability to carry out normal day-to-day activities.

How do I apply?

Simply complete the declaration below. You will need to complete this application form, including the achievement record, in order for us to determine whether you meet the minimum criteria for the vacancy. If you do, we will guarantee you an interview.

We will provide access, equipment or other practical support to ensure that people with disabilities can compete on equal terms with non-disabled people. We will ask you nearer the time about any special arrangements you may require for your interview.

Declaration of Disability

I consider myself to have a disability as defined above and I would like to apply under the guaranteed interview scheme

Signature:      
Any false declaration of disability to obtain an interview will subsequently invalidate any contract of employment.

	Fundraiser Application Form

Private & Confidential

	Section 1: Personal Details

	Title:      
Surname:       
Full First Names:      
Address:      

	Home Telephone No:      
Work Telephone No:      
Mobile:      
Email:      
National Insurance No:      
May We Ring You At Work?  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No

	In order to comply with the Immigration Act 1996 we are required to see proof of your right to work in the UK. This will be requested once an offer has been made. Do you require a work permit in order to work in the UK? 
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Section 2: Educational & Academic Qualifications (Secondary, Further/Higher or Work Based):

Please provide details of your education with examination results and qualifications obtained. We may need to see copies of certificates if you are offered employment.

	School/College/University
	From:
	To:
	Examinations Passed/ Qualifications Obtained

	     
	     
	     
	     


	Section 3: Training

Please give details of any relevant training you have undertaken.

	Dates
	Course Title
	Provider

	     
	     
	     

	Member of Technical or Professional Bodies or Other Qualifications:

Please provide details in space below.

	     
	

	Section 4: Employment History

Please give details of all posts you have held, starting with your current post and accounting for any gaps in your employment history. Please indicate any voluntary work undertaken.

	Employer’s Name, Address & Nature Of Business
	Dates Of Employment From & To (Month/Year)
	Final Salary & Reason For Leaving
	Job Title, Main Responsibilities & Major Achievements

	     
	     
	     
	     


	Section 5: Experience

Please state why you believe you would make a suitable employee by explaining what skills you could bring to the post and how you meet the requirements of the Job Description. Ensure that you detail the experience, skills and personal qualities you have that are relevant, in relation to the criteria set out in the Person Specification included in the pack. (Please continue on no more than one additional A4 sheet if necessary and attach this to your completed application).

	     


	References

	Please give names, addresses, telephone numbers and occupations of two people who can be contacted to verify the information contained within this application, one of whom should be your present (or most recent) employer. Referees will normally be contacted at the same time as candidates are called for interview.
May we approach your referees without further permission from you?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Name:      
Address:      
Telephone:      
Capacity Known To You:      

	Name:      
Address:      
Telephone:      
Capacity Known To You:      


	Fair Recruitment

	To ensure a fair recruitment process we need to know if you know, or are related to, any employee or Trustee of BELS.  Please note that a close relationship or interest will not necessarily bar an applicant from employment. 
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Health

	A disability or health problem does not preclude full consideration for the job. Applications from disabled people who meet the criteria are welcome. 
The Disability Discrimination Act 1995 defines disability as a ‘physical or mental impairment, which has a substantial and long term adverse effect on the ability to carry out normal day-to-day activities’.  
Based on this definition, do you consider yourself to have a disability?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
If YES, please state the nature of your disability :
If you have a disability, please indicate whether you would need any particular arrangements to be made, or support provided, if you were invited for interview/offered the post.

	Rehabilitation of Offenders Act 1974

	Have you ever been cautioned or convicted of a criminal offence?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
If YES, please disclose details and place in a sealed envelope marked previous caution/convictions. You may still be eligible for appointment depending on the nature and circumstances of the incident(s). All applicants who are offered employment in posts involving access to children or vulnerable adults will be subject to criminal record check from the CRB before appointment is confirmed. This means that you are required to declare any convictions or cautions which may have, even if they would otherwise be regarded as “spent” under this Act, any cautions or bind-over’s and any prosecutions pending against you. Failure to disclose this information could result in disciplinary action or dismissal by the Trust. Any information will be treated in complete confidence.

	Data Protection Act 1998

	Your signature on this document gives BELS the right, under the Data Protection Act 1998, to process the information you have given, including data of a sensitive nature, for processes relating to your application for employment, which have been notified to the Offices of the Information Commissioner. Any processing of the data by BELS will be in accordance with the BELS Data Protection Policy and the processing principles set out. Application forms of unsuccessful candidates will be destroyed after 6 months.

	Declaration

	I declare that the information contained in this form is true and accurate. I understand that false information may lead to any offer being withdrawn or being terminated without notice. I confirm that I am not ineligible to hold the post of Company Director.

	Signature:      

	Date:      



	Equal Opportunities Monitoring Form

	BELS is an equal opportunities employer. To assist BELS in monitoring the operation of its equal opportunities policy, and for no other reason, please answer the following questions, (tick box where appropriate). This information will be detached before your application is passed for short listing.
Where did you hear about the position:      
Gender:  FORMCHECKBOX 
 Male  FORMCHECKBOX 
 Female
What is your nationality:      
Would you describe yourself as having a disability?  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No

If yes, please give details: 
Do you need any access support for the interview:      
(Please read the Guaranteed Interview scheme document at the end of this application pack and remember to sign and return if relevant.)
What is your ethnic group?

Please look at the categories below and select the ethnic category that best represents you. As you make your decision, please think about what ethnic group means to you, that is, how you see yourself. Your ethnic category is a mixture of culture, religion, skin colour, language and the origins of yourself and your family. It is not the same as nationality.

	A. White

 FORMCHECKBOX 
 British
 FORMCHECKBOX 
 English
 FORMCHECKBOX 
 Scottish
 FORMCHECKBOX 
 Welsh
 FORMCHECKBOX 
 Other, please specify below:     

	B. Mixed/Dual Heritage

 FORMCHECKBOX 
 White & Black Caribbean

 FORMCHECKBOX 
 White & Black African

 FORMCHECKBOX 
 White & Asian

 FORMCHECKBOX 
 Other Mixed Background, please specify below:     

	C. Asian, Asian British, Asian English, Asian Scottish or Asian Welsh

 FORMCHECKBOX 
 Indian
 FORMCHECKBOX 
 Pakistani
 FORMCHECKBOX 
 Bangladeshi
 FORMCHECKBOX 
 Other Asian Background, please specify below:     

	D. Black, Black British, Black English, Black Scottish or Black Welsh

 FORMCHECKBOX 
 Caribbean

 FORMCHECKBOX 
 African

 FORMCHECKBOX 
 Other Black Background, please specify below:     

	E. Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or Other Ethnic Group

 FORMCHECKBOX 
 Chinese
 FORMCHECKBOX 
 Other Asian Background, please specify below:     
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