JOB APPLICATION PACK

Fundraising and Development Officer

A message from the Dean
Now is an exciting and challenging time to join the
team at Newcastle Cathedral. You may have
already seen that the building itself is surrounded
by colourful hoardings boldly declaring that we are
‘bringing 900 years of history to life’ but if you
stepped inside you would enter the chaos that is a
very messy but purposeful building site. You would
be able to write your name in the daily dust
covering, listen to the diggers and hammers, and
glimpse the whistling, smiling construction work
force in hard hats and bright overalls. Not perhaps
what you would expect from a cathedral.
Yet emerging is a freshly renewed and dignified
place that has often set our hearts a flutter with its
beauty being revealed and refreshed before our
eyes. We are discovering again the magnificent ‘old girl’ that has adorned Newcastle’s
landscape for nigh on a millennium. We do not want to keep this secret jewel to
ourselves rather we have committed ourselves to opening its doors wide to offer a radical
welcome to our city, diocese, region and beyond. We are trying to become faithful
custodians but also capacious gatekeepers, delighting in sharing what we care for; it is
for everyone to enjoy.

Our re-development planning has been about more than bricks and mortar, however.
Reimagining how the Cathedral can be true to its self, what it means to be an effective
Cathedral in our present day and present context, changing its culture to make it not just
fit for purpose but passionate about its wide and progressive mission – these are the
things that have come to dominate our dreams and our plans.
I am immensely proud of the team that has come together to make this happen. We are,
thankfully, a diverse crowd: not everyone is a card-carrying church member, not everyone
agrees with everything we do, but every person offers a dedication, a loyalty and passion
to see the Cathedral become what it should be. We are learning to work together, to cut
each other slack, to laugh and cry together to enjoy our work and our project. We are not
perfect – yet! – we are often challenged and feel overwhelmed. But we know we are in it
together.

We hope you will consider joining us but, as you ponder, dare I offer you some advice?
Bring your skills, of course – and we have tried to be clear about those we need - but
more than that come and join us if you are ready to walk this path with a great team of
passionate and committed people who give 110%.

We look forward to meeting you.

The Very Reverend Geoff Miller
Dean of Newcastle
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Our Cathedral
Since 1882, St Nicholas’ has been the Cathedral Church of Newcastle Diocese, which
stretches from the River Tyne to the Scottish Borders – a beautiful region with a rich
Christian heritage. Set amidst the busyness of the vibrant city of Newcastle, it is the focus
for Diocesan and Civic services as well as being an oasis of peace and the spiritual home
of a caring worshipping community.
A landmark in the medieval quarter of the city, the building contains a wealth of history,
tracing Newcastle’s development from medieval port to industrial powerhouse. Our
ornately carved Quire is home to a thriving musical foundation with choirs of men,
women, boys and girls. Our famed collection of wall memorials and ledger stones tell the
story of this amazing city through those who are commemorated here.
We are going through a period of rapid and profound transformation – both physically
and in terms of our values and vision for the future. We are looking for team members
who will bring wisdom and experience to the role – who will be entirely supportive of our
values, skilled at managing limited resources of both people and time – and not afraid of
change!

The Cathedral in the 1700s. Courtesy of Newcastle Libraries’ Collection
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Common Ground in Sacred Space project

A glimpse of the building work associated with the project
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Our business plan sets the bar high for a full and exciting 7-day-a-week programme of
tourist, heritage, cultural and educational activities, running alongside our core pattern of
worship. We are addressing the financial challenges faced by every Cathedral, with
ambitious plans for hosting large scale commercial events, nurturing skilled teams of
volunteers and welcomers and developing retail and hospitality opportunities to ensure
every visitor has the best experience possible. We have a considerable financial challenge
on our hands and all the team will play a really important part in helping us succeed.
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Our values
Our values shape how we develop as a Cathedral and sit at the heart of all we do.
•

Inspiring Worship: Christian worship is our reason for being – our joy and what sustains
us in everything that we do. We seek to make the Cathedral a “spiritual home” that will
inspire and sustain all who visit or work here – whatever their background and beliefs.

•

Radical Welcome: Aware of the breadth of people who come through our doors, we
commit ourselves to learning how to offer a radical welcome to all – a welcome that
always goes the extra mile.

•

Empowering Worth: In all that we do we will seek to value others and to encourage
them to value themselves. In our engagement with City and Diocese we will advocate
for the creation of a society that values human worth.

We are looking for a Fundraising and Development Officer who will wholeheartedly
embrace these values and help us to fulfil them in every aspect of our living, working and
worshipping together.

The team
We are a small and hard-working team –
punching well above our weight in terms of
productivity and commitment. Over the past
three years, and thanks to the National Lottery
Heritage Fund funding for delivery of the
CGISS Project, the team has grown
significantly. We are well supported by a
network of stakeholders including Cathedral
Chapter, the Project Delivery Board and the
Cathedral Trust.
A number of key new appointments will be
made early in 2021 – including Hospitality and
Visitor Experience Co-ordinator, Fundraising
and Development Officer, Head Verger and
Business Support Officer.
The demanding framework and timetable
required to deliver the Common Ground in
Sacred Space (CGISS) project has focused our
minds on what we need to achieve, and we are
working hard to support one another through
good communication, mutual accountability,
and positive working relationships.
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Financial context for fundraising
Common Ground in Sacred Space has been a catalyst for significant fundraising by the
Cathedral Trust who have raised over £1.3m from High Net Worth Individuals and Trusts.
There is still a little way to go to bridge the gap to enable the project to be completed and
this is likely to be in the form of a public funding campaign which will start in early 2021.
Historically, revenue fundraising has been sporadic, with income mainly from on-site
donations such as candle stands and donations boxes, though the traditionally low footfall in
the Cathedral has meant these amounts weren’t significant. Many of the congregation give
regularly and are committed to supporting the Cathedral financially. However, the Cathedral
is in deficit every year and had a challenging 10-year Business Plan to meet which sees
financial sustainability by year 9 of this plan. The Cathedral has risen to meet this challenge
and external funding through the Cathedral Sustainability fund for a Fundraising and
Development Officer is part of that commitment.
Over the past few months, the Cathedral has engaged with a local strategic marketing
organisation to bring together the various strands of fundraising and produce a forwardplan based on key audiences. The various strands of this plan will be delivered by a
combination of the Fundraising and Development Officer, the Cathedral Trust and other key
Cathedral staff (such as the Dean), all backed up by work taking place within the marketing
function and supported by the CGISS marketing consultants. It is imperative that all
elements of the newly structured Cathedral operations work together to be able to
maximise key messages, visitor opportunities, income generation and profile.
Come July 2021 there will be a full team of staff on board who will need to be really focused
about the opportunities for engagement. All staff will understand the need to maximise
opportunities offered by the refurbished space and new activity programme. The Cathedral
will be staffed daily by volunteers who will not only provide an inclusive welcome to all, but
who will be tasked with ‘making the ask’. There is significant potential for income generation
through on-site activities, building engagement with visitors through a series of planned
campaigns, and real opportunities for engaging with the local business community and
charitable sector in the north-east. The Cathedral – through its values, its historical stories
and through its mission – can play a huge part in the city. Of course, the pandemic will
present huge ongoing challenges, but also significant opportunities and all the team will be
working to a creative and stretching timetable of activities – tours, music events, talks,
services, art installations, community groups, creative engagement sessions, school groups,
university modules, online worship and study days to name but a few! The Fundraising and
Development Officer will need to be on the ball with making the most of these
opportunities.
The fundraising job at Newcastle will be an interesting and fast-paced mixture of holding the
strategic fundraising framework together and then delivering the revenue fundraising
elements in particular. The post-holder will shape the organisation’s strategic direction
under a series of key areas, including future capital projects, fundraising for our social justice
projects, potential art projects (major installations and exhibitions, for example), and revenue
income. Clearly, the pandemic has impacted the fundraising landscape, and we expect the
post-holder to advise on how to navigate through this and maximise opportunities.
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What do we want from you?
We are looking for a Fundraising and Development Officer who will be agile, creative and
extremely focused. You need to be able to ‘get us’ and what we are about pretty quickly. You
will need to fit into a small team which is going to be learning the ropes together for the new
Cathedral space and all the systems, behaviours, rhythms which will need to be developed. It
is therefore crucial that you are a people-person. You will need to be able to charm,
negotiate, plan and deliver. You will be able to understand the bigger picture and then work
with colleagues or on your own to seize opportunities as well as work to the opportunities
articulated in the Fundraising Plan. You will understand the new fundraising landscape and
be able to deliver creative and focused campaigns based on this, and will work as part of the
team to plan activities and initiatives which have clear, joined-up thinking behind them and
efficient delivery. You will be excited about raising the profile of the Cathedral with local
businesses and charities through targeted networking and creating bespoke offers. You will
definitely be able to juggle a heavy workload with a smile on your face and to work in a
positive, respectful and collegiate way with team members and stakeholders.
You will definitely have a fundraising background, one in which you can demonstrate
significant experience of engaging visitors/audiences/personas and businesses. We would
love you to have experience of grant applications but the main thrust of this job is to create
and deliver dynamic and meaningful income generation opportunities based on engaging
with people. Ideally, you will have worked in the charitable sector and be able to
demonstrate agile fundraising in response to the last 10 months’ challenges. You will have an
appetite for getting to the heart of what we are about and a readiness to be passionate (and
committed to) the Cathedral.

The Cathedral’s iconic Lantern Tower has been part of Newcastle’s cityscape for generations

NEWCASTLE CATHEDRAL l Job Application Pack

7

Fundraising and Development Officer
Responsible to:

Director of Operations

Key relationships:

Marketing and Communications Manager, Digital Marketing
Officer, Finance Manager, Cathedral clergy, Cathedral Trust,
CGISS Project Manager, Learning and Activities Officer

The post-holder must be in sympathy with the aims and ethos of the Church of
England and be able to support the mission and values of Newcastle Cathedral.

Key responsibilities
Revenue Fundraising
•

To oversee the delivery of campaigns, events and appeals (in line with the
Fundraising Plan) which raise the profile of the Cathedral, generate unrestricted
revenue income and engage corporate support

•

To raise funds to support the Cathedral’s business and operations across all
areas

•

To monitor income streams, identify further opportunities and develop new
income streams

•

Work with the marketing team to ensure that digital campaigns are creative,
have a wide reach and on message

•

To develop coherent messages for fundraising and ensure they are embedded
in the culture of Cathedral staff, clergy and stakeholders

•

Work with key colleagues including the marketing team to create and deliver
engaging bespoke public funding campaigns which engender a long-lasting
engagement with the Cathedral

•

Take ownership of the Cathedral’s Fundraising Plan – ensure it is embedded in
all levels of the organisation; undertake regular reviews in line with Business
Plan goals

•

Create specific targeted revenue fundraising campaigns for the Music function

•

Work with colleagues to ensure that revenue fundraising opportunities through
events and activities are maximised

•

Work with the Senior Management Team to ensure opportunities for regular
congregational giving are maximised (including Legacy Campaign)

•

Plan and budget for creative and effective fundraising events to secure and
maintain support; to oversee the delivery of these events

•

Utilise digital platforms to mine data, discover insights and analyse data
patterns to identify and determine the effectiveness of fundraising campaigns
and inform future campaigns
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Donor Management
•

To develop and consistently deliver effective donor communications using
appropriate methods of retaining engagement and providing opportunities for
future donations

•

Work with the marketing team to develop and expand the existing network of
supporters to help with the fundraising function

•

To ensure that the systems and processes in use, including databases, are
optimised for efficient and successful fundraising

•

To explore the feasibility and implementation of a membership/supporters scheme

•

Act as a representative of the Cathedral and liaise with partners and supporters,
managing relationships and funding agreements

Trusts and Foundations
•

To research opportunities
for grants and assess
whether they are
appropriate for the
Cathedral’s income streams
and can be delivered and
maximised

•

To work effectively with
potential funders to ensure
applications are targeted
and appropriate

•

To achieve a high success
rate in grant income

•

To ensure grant criteria of
successful grants can be
met; to work with Cathedral
colleagues in reporting and
monitoring on deliverables

#IClapFor, 2020. © Ian Berry and Drone Works North East

NEWCASTLE CATHEDRAL l Job Application Pack

9

Development
•

Develop relationships with existing/new external stakeholders, particularly the local
business community, trusts and major funding bodies

•

Use the Cathedral values and stories/themes to develop bespoke offers for
engagement

•

Work closely with the Cathedral Trust to ensure approaches to trusts and other
donors are streamlined

•

Network effectively to raise knowledge of the cathedral within stakeholder groups
to elicit support (financial and engagement)

General
•

Provide written updates and evaluation reports on the Cathedral’s income
generation and fundraising activity as requested by the Senior Management Team,
CGISS Project Board, Finance Committee, Chapter and funders.

.

Newcastle Cathedral offers learning for schools and group tours led by our dedicated Learning Team
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Person specification
Below is outlined the education and training, the knowledge and experience and the
competences the job holder needs in order to fulfil the requirements of the post.
Essential criteria (E) are those an applicant must have in order to apply.

Desirable criteria (D) are those qualities that could be useful or attributes which the
post holder can be trained to do.

Requirements

Essential (E),
Desirable (D)

Measured by *

Experience of successfully raising
significant revenue funds for a charity

E

A/I/R

Experience of implementing successful
fundraising strategies and plans evaluating
their impact and adapting accordingly

E

A/I/R

Experience of active successful donor
management

D

A/I/R

Experience of making successful grant bids

E

A/I/R

Experience of using systems to manage
donor information and maximise
fundraising opportunities

D

A/I/R

Experience of corporate fundraising

E

A/I/R

Experience of networking and development

D

A/I/R

A track record of securing sponsorship
opportunities

D

A/I/R

Experience of training front of house staff or
volunteers responsible for ‘making the ask’

D

A/I

Experience of raising funds for arts projects

D

A/I

Knowledge of successful fundraising
approaches

E

A/I

Knowledge of the legal requirements
around fundraising (e.g. gift aid, GDPR etc.)

D

A/I

Knowledge of CRM systems

A

A/I

Experience

Skills and Knowledge

* A – Application Form; I – Interview; R – References
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A detail from the Cathedral’s organ

Skills and Knowledge (contd.)
Ability to develop and produce creative, engaging and
impactful communications to support fundraising (print,
digital etc.)

E

A/I

Excellent administrative, organisational and planning skills
including working knowledge of Word, Excel and database
packages

E

A/I/

Ability to manage a complex and demanding workload and
deliver against agreed targets and deadlines to a high
standard

E

A/I

Knowledge of the heritage/faith sectors

D

A/I

A role model for the Cathedral with the ability to engender
trust and build successful relationships with external
agencies, supporters, donors and sponsors

E

A/I

Professional, friendly and approachable including when
under pressure

E

A/I

A positive, customer-focused and flexible attitude

E

A/I

The ability to work as a member of a team and bring
colleagues along with you in the development and
progression of plans

E

A/I

Discrete and trustworthy, able to deal sensitively with
private/confidential information

E

A/I

Personal Qualities
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Abilities
Ability to communicate effectively in writing, on the phone and in
person with internal and external contacts at all levels

E

A/I/R

Ability to build effective relationships with donors and gain their
confidence

D

A/I/R

Ability to work to deadlines and with great attention to detail

E

A/I/R

Ability to engage others in the tasks of fundraising, skilling them
up and supporting them in this activity

E

A/I/R

Culturally-sensitive and able to deal with people from different
backgrounds

E

A/I/R

Determined and results-oriented

E

A/I/R

Enthusiastic, committed and flexible

E

A/I

Strong attention to detail, and excellent organisational skills with
ability to prioritise and manage time and tasks effectively

E

A/I

Confident, positive and customer-focused approach, willing to
develop and maintain good working relationships with colleagues,
working as part of a multidisciplinary team

E

A/I

Ability to meet deadlines and juggle a heavy workload with
conflicting priorities

E

A/I

Self-motivated and personable

E

A/I

Degree level (or equivalent relevant business experience)

E

A

Membership of the Institute of Fundraising or holding the
Certificate in Fundraising

D

A

Qualifications

Detail from the Cathedral’s Northern Saints window
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Terms of employment
Contract
The post is offered as a three year fixed-term contract. The post will be subject to a six
month probationary period.
This is a complex, demanding and rewarding role which requires flexibility, initiative
and excellent people skills. The key tasks as set out in the job description are
representative of the broad nature of the role and are not the sum total of tasks. The
post-holder will be expected to recognise this and respond to the challenge of a
varied role which will grow and evolve as the Cathedral develops.
Working hours
Normal office working hours are Monday to Friday, 9am – 5pm. However, this role
requires flexibility as there may be events to attend which are outside these hours;
there may be occasional weekend working.
Place of work
Your normal place of work will be Cathedral House, 42-44 Mosley Street, Newcastle
Upon Tyne NE1 1DF. However, there could be times you are required to work from
your home address as requested and with prior management agreement.
Salary
Full-timesalary
salaryfor
forthis
thispost
postisis£27,500-£29,500.
£27,500 No overtime
is paid. is paid.
Starting
No overtime

An artist’s impression of the transformed churchyard
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Pension
If eligible, the Cathedral will enrol the post-holder into the NEST Pension Scheme, in
accordance with pension law. An employee’s minimum contribution is currently 5%.
Staff can contribute as much as they wish; the Cathedral will match contributions up
to 4%. The contributions are based on basic salary. Staff have the right to opt out of
the scheme if they do not wish to be a member. Whilst participating in the scheme,
however, the post-holder agrees to pension contributions being deducted from their
salary. If the post-holder ceases to be a member of the scheme for any reason, the
Cathedral will re-enrol him/her automatically into a pension scheme as and when
required by law.

Safeguarding
Newcastle Cathedral has an unwavering commitment to the safeguarding of all
people and promotes the wellbeing of all staff, volunteers and visitors alike. We
expect all of our staff and volunteers to share these commitments. We have a
commitment to the safe recruitment of ex-offenders. A policy as to how such
applications will be handled, and what applicants should expect from Newcastle
Cathedral, can be found on the Cathedral website. An offer of employment is made
subject to receiving a satisfactory confidential safeguarding declaration. The postholder will be required to participate in safeguarding learning at ‘Basic Awareness’
level online within the first ten working days.
You will also be expected to ensure that your work and activities are undertaken in
compliance with regulations regarding Health and Safety (including fire and
security), GDPR, Safeguarding, as well as the Cathedral's own internal policies and
procedures.

The Lantern Tower is notable for its unusual crown spire, built in the Scottish style
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HOW TO APPLY
Closing date for applications:
9am, Tuesday 6 April 2021

Interviews (via Zoom):
Thursday 15 or Friday 16 April 2021
For an initial confidential discussion about the role
please email the Director of Operations:
kate.sussams@newcastlecathedral.org.uk
If you have not heard from us within three weeks of the
closing date please assume that you have not been
successful on this occasion.
References will be taken up prior to interview. Proof of
eligibility for working in the UK will be required at
interview stage.

Completed applications should be emailed by the
closing date to:
kate.sussams@newcastlecathedral.org.uk
A paper copy of the Confidential Declaration, signed by
the applicant, should be posted by the closing date to:

The Cathedral Safeguarding Advisor
42/44 Mosley Street,
Newcastle upon Tyne,
NE1 1DF

NEWCASTLE CATHEDRAL
SEE US IN A NEW LIGHT
The Cathedral Office is located at:
Cathedral House
42/44 Mosley Street
Newcastle upon Tyne
NE1 1DF

