
Senior Development 
Manager 
Candidate Information Pack



As Senior Development Manager you will grow the Foundations 
income to support bursary and capital projects from low level 
major donors, regular donors, trusts and through engaging events. 
Working creatively with colleagues and committees to build and 
grow a sustainable source of funds in support of our work.   

Closing Date: 4pm on Monday 25 November 
2019 Interviews w/c: Monday 2 December 2019

INTRODUCTION

Reporting To
DIRECTOR OF 
DEVELOPMENT

Contract Type
PERMANENT, FULL TIME

Salary
£35-40,000

Key facts about Mill Hill School

Holidays
25 DAYS ANNUAL LEAVE

Pension
CONTRIBUTORY 
STAKEHOLDER PENSION 
SCHEME

Hours
40 HOURS PER WEEK (WITH 
SOME FLEXIBILITY TO 
ACCOMMODATE EVENTS 
AND OTHER ACTIVITIES AS 
NEEDED) 



Mill Hill School 
Founded in 1807, Mill Hill School is an 
independent co-educational boarding and day 
school with 715 pupils aged between 13 and 18, 
of which 275 are in the Sixth Form. The School 
is one of four in the Mill Hill School Foundation, 
which comprises Pre-preparatory, Preparatory 
and Senior Schools as well an on-site 
International School.
 
We are situated in a magnificent 120-acre 
parkland campus on the edge of the North 
London Green Belt, providing a wonderful 
environment in which to work. The School is 
very much a community, particularly given the 
central importance of boarding: we are unusual 
for a London school to be offering full and 
weekly boarding, with over 180 boarding pupils. 

We are committed to the on-going professional 
development of all our teaching and support 
staff as well as the full induction and training of 
all new staff.

The Mill Hill School Foundation Ethos
The Mill Hill School Foundation educates  
boys and girls from 3–18, seeking to equip 
them for life, both now and in the future.  

Our stimulating academic environment and 
numerous activities outside the classroom 
encourage learning and personal growth.  
We are committed to the development of 
every pupil and believe that our friendly and 
supportive community helps this to happen.
We seek as a Foundation to instil a love for 
learning which will last a life time whilst balancing 
this with a readiness to embrace change.
 

THE SCHOOL



Fundraising
• Develop and deliver an events calendar 

and marketing plans, with year-on-year 
growth plans for securing new donors 
and uplifting existing supporters

• Work with the marketing team to secure 
materials for events and promotional 
materials in order to steward the guests 
and supporters attending

• Play an active role in the Foundations 
forthcoming fundraising campaigns 
working to targets as agreed with 
Director of Development 

• Develop and deliver a regular giving 
bursary strategy with year-on-year 
growth plans for securing new donors 
and uplifting existing supporters

• Work with the marketing team to secure 
materials for appeals and promotional 
materials in order to steward the donors 
generated by these appeals

• Support with The Foundation’s legacy 
fundraising, giving input in to developing 
materials to engage and facilitate those 
who wish to leave a legacy in support of 
the Foundation’s work.

• Shortlist potential Trust and Foundation 
supporters and develop a calendar for 
applications and reporting where 
appropriate

Key relationships
• Work with colleagues in the Development 

Office to support major donor and 
individual giving from events and parent 
association fundraising

• Work with the Director of Development to 
establish excellent relationships with 
PTA’s and establish your own 
committees/groups to support events 
where necessary. Always ensuring that 
members are confident, knowledgeable 
and actively engaged in supporting the 
chosen area of funding, promoting this 
with their networks and support them 
with ‘peer to peer’ asks where relevant. 

• Build good relations with teaching staff in 
order to understand and accurately 
reflect the Foundation’s work so as to 
inform and motivate supporters and 
produce accurate, inspiring 
presentations and proposals.

• To steward and develop relationships 
with existing and potential donors on 
Foundation Day, alumni days and at 
bespoke school visits.

JOB DESCRIPTION

Communications
• Develop proposals and cases for support 

for donors tailored to their specific 
interests.

• Write regular bespoke reports to donors 
about the impact of their support for major 
donors and mass updates for regular 
givers.

• Work with the Marketing Team to develop 
a professional suite of materials for 
fundraising from individuals.

• Develop donor recognition tools, and 
exciting and appealing ‘gift handles’.

Strategy
• Devise and implement an ambitious donor 

stewardship plan for event guests and 
challenge event participants.

• Set out clear milestones and KPIs and 
provide regular work plans which support 
the strategy.

• Provide clear and accessible monthly 
reports, detailing income and expenditure.

• Follow best practice in all aspects of 
fundraising, using the Institute of 
Fundraising Codes of Practice and 
adherence to the Fundraising Regulator 
rules. 

• Support the Director of Development and 
other team members to develop and 
deliver the wider fundraising strategy, 
supporting across income streams where 
necessary.

Management 
• Provide effective line management to any 

interns or volunteers brought in to support 
activities, and project manage colleagues 
with regards to bursary, legacy and 
individual giving fundraising. 

The job description is a general outline of the 
job duties and responsibilities and may be 
amended as the Foundation’s Development 
Office develops and the role grows. The post 
holder may be required to undertake other 
duties as may be reasonably required from 
time to time, including regular attendance of 
events and meetings out of hours. The post 
holder will occasionally need to travel within 
the UK and work outside normal working 
hours for receptions, events and other key 
relationship building opportunities as 
required.  



.

If you would like to apply for this role, please
download the application form from the
School website, Our Guidance Notes for 
Applicants can also be found on the website.

View Online Page

Your application form should be completed  
in full and returned to applications@millhill. 
org.uk by 4.00pm on Monday 25 November 
2019. Please note that we are unable to accept 
applications unless they are made on our own 
application form. Due to the large number of 
applications the School receives, please be 
aware that only shortlisted candidates will
be contacted to be invited for an interview.

Should you require any further  
assistance, please contact us via email 
applications@millhill.org.uk

The Mill Hill Foundation is committed to 
safeguarding the welfare of children. The 
School is registered with the DBS and 
successful applicants will be required to 
complete successfully the Disclosure 
procedure at the Enhanced level. It is an 
offence for person barred from working with 
children to apply for this post.

The Mill Hill Foundation is committed to Equal 
Opportunities and welcomes applications 
from all sections of the community.
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HOW TO APPLY



Mill Hill School
The Ridgeway
Mill Hill Village
London NW7 1QS

020 8959 1221 
millhill.org.uk

Instilling values, inspiring minds 
millhill.org.uk


