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This post is only open to current employees of University of Oxford and volunteers of Ashmolean Museum

Job Description & Further Details
Title:
Part-Time Patrons and Friends Manager (Maternity Cover)


30 hours per week, over 4 days
Grade:
Grade 6 
Salary:
£25,751 p.a. (pro-rata)
Location:
Ashmolean Museum, either site
Reports to:
Head of Fundraising
___________________________________________________________________
Introduction

An integral part of the University of Oxford, the Ashmolean has always been at the forefront of modern thinking on how museums can best foster learning, while giving enjoyment and inspiration to the widest possible audience. 

With a breathtaking new building, and a completely fresh approach to how our astonishingly rich collections are displayed, the new Ashmolean will be fully equipped to lead the way in meeting the challenges of the Museum’s future. 

The Ashmolean has three supporter groups: the Friends of the Ashmolean, the Tradescants and the Elias Ashmole Group. The fundraising team work closely with these groups, as well as raising funds from many other sources. The Friends of the Ashmolean is run as a separate charity by volunteers, and this post is responsible for being the key link between the Friends and the Museum. 
All three patrons groups have been reviewed, revamped and relaunched in preparation for completion of the redevelopment. The Ashmolean has recently undergone a rebranding exercise and the supporters groups needed to be updated to mirror the new image mission. 

Main Purpose of Job:
The Friends and Patrons Manager is responsible for the management and growth of the Elias Ashmole Group, the Tradescant Patrons Group and the Friends of the Museum. These groups are crucial to the Museum’s efforts to raise annual income from individual donors. This is a highly responsible position which requires imagination, fiscal responsibility and the ability to lead effectively. 
Individual fundraising requires a mixture of meticulous planning, energy and infectious enthusiasm. Last minute hitches at special events will not faze you, and you will always have time to talk to group members and potential and actual supporters. You will feel at ease talking to a wide variety of people. This outgoing side will be balanced by very careful attention to necessary record-keeping: databases and mailing lists will be updated regularly – and the background preparation necessary for successful fundraising events will be tuned to the last detail.

Key Responsibilities
· Deliver on the review and revamp of the Elias Ashmole Group, the Tradescant Patrons Group and, working with key volunteers, the Friends of the Ashmolean, in order to maximise opportunities for recruitment around the in reopening of the new Museum.

· Motivate and work closely with volunteers at the highest level and inspire loyalty as well as financial giving and support of the Museum.

· Work autonomously – much of this work requires self motivation and leadership.

· Recruit new members to all three groups

· Manage, administrate and develop the two patrons’ groups by being responsible for all aspects of donor care, including maintaining a current database of supporters, organising special events, updating information for both the Museum and group members, and prompt thanking

· Meet revenue targets (£100k per year)

· Assist the Friends of the Ashmolean in managing, administrating and developing the Friends organisation

· Seek out ways in which individual giving to the Museum can be enhanced in a variety of ways and carry these proposals through.
Person Specification:

The successful applicant will have:

The ability to work autonomously in a fast paced environment

E
Be fiscally responsible with large sums of money



E
Have an independent, enthusiastic, ‘can do’ attitude and a high level of commitment to the work of the Ashmolean Museum



E

Ability to work with major donors with ease




E
Excellent interpersonal skills, both written and verbal



E
Good IT skills, with experience with Word, Excel, databases, the internet and e-mail










E 
Ability to keep accurate and up to date records




E
Knowledge of The Raisers Edge fundraising database



D
Good time management skills and the flexibility to prioritise effectively
E
An ability to think creatively and develop new ideas and practices within
a team setting








E
A proven ability to work under high pressure for prolonged periods

E
The ability to work well as part of a close-knit team, sharing office space
and everyday administrative tasks





E
A proven ability to lead and motivate a group of people, not necessarily

in a line management role







E
Previous experience of working with individual donors/members/alumni
D
Further particulars:

This post is required to cover maternity leave for approximately one year and is subject to the satisfactory completion of a medical questionnaire and the provision of original documentation which indicates the successful applicant’s right to work in the UK.

Pay and benefits:

Hours:  30 hours per week worked over 4 days

Salary:  £20,600 p.a. for 30 days per week (Salary Scale 6.1). Payment is made by credit transfer to a bank or building society, monthly in arrears.

Duration:  This post is required to cover the maternity leave of the current postholder and is expected to last for nine months or until the return of the postholder, if sooner.

Annual Leave: The annual holiday entitlement is 38 days a year (including public holidays and any Museum closed days).
Pension:  The post is pensionable and the post holder eligible for membership of the Universities Superannuation Scheme (USS) which is a contributory scheme.

The University has a generous maternity leave scheme and also offers paternity leave to expectant fathers, and adoption leave. It offers subsidised nursery places, a childminding network, a holiday playscheme, and tax and National Insurance savings schemes. For further information see http://www.admin.ox.ac.uk/eop/child.

Data Protection

All data supplied by applicants will be sued only for the purposes of determining their suitability for the post, and will be held in accordance with the principles of the Data Protection Act 1998 and the University’s Data Protection Policy.

How to Apply
All applications must be made on an application form and sent by email to human.resources@ashmus.ox.ac.uk  (It is possible, but not preferred, to send applications by post to The Human Resources Department, Ashmolean Museum, Oxford OX1 2PH.)

The closing date is Wednesday 17th March 2010 at 12 noon and interviews will be held on Monday, 29th March 2010.  As there are several staff members involved in the selection process it will not be possible to alter the interview dates, once agreed.  In the interests of economy we will only contact those candidates who have been shortlisted for interview and they will be informed by telephone or email.  If you do not hear from us within two weeks of the closing date please assume that you have not been successful on this occasion.

Please note we are unable to pay travel expenses to interview from outside the UK.

Useful Web Links

The Ashmolean - http://www.ashmolean.org/
The Ashmolean Vacancies Page - http://www.ashmolean.org/about/vacancies/
The Ashmolean Staff / Contact List - http://www.ashmolean.org/contact/
Oxford University - http://www.ox.ac.uk/
Oxford University Personnel Services - http://www.admin.ox.ac.uk/ps/
Staff Benefits - http://www.admin.ox.ac.uk/ps/staff/benefits/
Academic Related Payscales - http://www.admin.ox.ac.uk/finance/salaries_expenses/scales/aa0_cur.shtml
Academic Related Staff Handbook - http://www.admin.ox.ac.uk/ps/staff/handbooks/contents/indexa.shtml
Oxford Maps & Directions - http://www.ox.ac.uk/visitors_friends/maps_and_directions/index.html
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