
NOTE This job description does not form part of the employee’s contract of 
employment but is provided for guidance. The precise duties and responsibilities of any 
job may be expected to change over time. Job Holders should be consulted over any 
proposed changes to this job description before implementation. 

JOB TITLE:  Prospect Research and Stewardship Officer (Major Gifts) 
REPORTS TO: Development Team Manager 
DEPARTMENT: Development, External Relations 

GRADE: NG5 

PURPOSE:  
This post is responsible for identifying and prioritising potential funders of all types, 
including high net worth individuals, trusts and foundations and corporates. The post 
holder will provide the Development team with bespoke and insightful research to support 
the cultivation of prospective donors.  

The post is also responsible for overseeing a structured programme of stewardship 
activities for donors supporting the University with gifts of £1,000 per annum and more as 
part of the ‘Robert Mitchell Society’ and ‘George Cayley’ circle giving groups. These 
activities will include the timely processing and acknowledgement of donations, bespoke 
report writing and delivering donor recognition events to support the retention of these 
supporters to the University.  

PRINCIPAL ACCOUNTABILITIES: 

1. To maintain and develop the University’s database of fundraising prospects through
proactive identification, analysis and segmentation, (individual and aggregate)
record updating, and original research, including the identification of new prospects

2. To prepare prospect profiles (which may include wealth ratings), and work with
relationship managers to devise appropriate tailored cultivation and solicitation
plans, enabling appropriately targeted fundraising asks

3. To develop and manage reporting in the database across fundraising portfolios to
help ensure prospects are strategically moving along the prospect pipeline towards
major gift solicitation

4. To produce and provide due-diligence reports on prospective donors as part of the
University’s gift acceptance procedures

5. To keep abreast of regulations, including the Privacy and Electronic
Communications Regulations (PECR) and the General Data Protection Regulations
(GDPR) ensuring that all prospect research and cultivation is compliant and
understood by the fundraisers



6. Work with the Data Enhancement Coordinator to prepare the monthly DARO key 
performance report against a series of key metrics for the External Relations 
Director, and manage the annual Ross CASE survey return for DARO, to support 
strategic decision making

7. To undertake financial administration and reporting tasks for fundraising, ensuring 
gifts are processed and acknowledged in a timely manner, allocated to the right 
project and reconciled efficiently with the University’s financial management system, 
Agresso

8. To coordinate the University’s flagship annual Giving Group Dinner to acknowledge 
and recognise – in a public way - the support of the University’s most generous 
supporters, and to help deliver smaller, bespoke stewardship events

9. To write insightful and impactful bespoke reports for donors supporting the 
University with donations of at least £5,000 per annum, ensuring reports 
demonstrate the positive impact of this support and encourage repeat gift 
solicitation from relationship managers

10. To manage the Gift Aid claim process with HMRC ensuring that all eligible gifts are 
claimed on an annual basis and that Gift Aid is disbursed accordingly to the 
relevant projects

11. To provide day to day line management of the Data Enhancement Coordinator and 
support them to fulfil their potential

12. To undertake any other duties as appropriate within their competence, as required 
by their Line Manager from time to time 

CONTEXT 

The primary purpose of the Development team is to secure philanthropic income to support 
the delivery of the University’s new strategy. 

The Development team forms part of the External Relations unit.  The Development team 
will work closely alongside three other departments (Alumni; Short Courses and Corporate 
Partnerships) to deliver an integrated approach to the University’s relationships with its key 
external stakeholders. 

The Development team will work with the Alumni Relations team to “inspire and engage 
the University of Westminster’s vibrant, global community of alumni and supporters to build 
lifelong and mutually beneficial relationships with the institution”. 

The University requires all postholders to have an understanding of individual health and 
safety responsibilities and an awareness of the risks in the work environment, together with 
their potential impact on both individual work and that of others. 

DIMENSIONS 

This role will be predominantly office based and will be responsible for line managing the 
Data Enhancement Coordinator. The role has no budgetary responsibility. 



 
This role will be expected to manage a varied workload with limited, direct supervision. 
 
The post holder will be expected to support key External Relations activity which may 
include some unsocial working hours. 
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PERSON SPECIFICATION  
 
 
 

Essential Criteria Desirable Criteria 

 
Qualifications 

 
• Educated to degree level or 

equivalent experience 
 

• Membership of a relevant 
professional body (e.g. CASE) 

 

 

 
 

Training and 
Experience 

• Experience researching potential 
funders/prospects or investors 
using a range of sources and 
analysing and synthesising 
findings  

• Familiarity with a range of tools 
and information sources useful to 
prospect research 

• Strong working knowledge of 
fundraising and understanding of 
the fundraising and gift 
management process 

• Experience of working with CRM 
systems 

• Experience of working with large 
and complex sets of data; 
analyzing and communicating 
key findings in an 
understandable way 

• Experience of handling 
confidential data with tact and 
discretion, with good practical 
knowledge of the Data Protection 
Act 

• Experience of delivering events 
which recognise and 
acknowledge key stakeholders in 
a thoughtful and creative way 

 

• Experience of working within a 
Development and Alumni 
Relations/Advancement function 
within a UK HEI 

 
• Experience of The Raiser’s 

Edge 
 

• Thorough knowledge of the 
General Data Protection 
Regulations (GDPR) 

 
 

 
Aptitudes and Abilities 

 
 
 

• Excellent interpersonal, 
networking and verbal 
communication skills and proven 
credibility in engaging senior 
internal and external 
stakeholders, clients and donors 

• Strong writing skills and the 
ability to write compelling and 
insightful reports which 
demonstrate impact 

• Ability to work well under 
pressure and to successfully 
manage several projects 
simultaneously, to deadline 

 



• MS Office proficiency and 
experience with Excel 
spreadsheets 

• Excellent organizational skills, 
methodical approach and 
attention to detail 

• High attention to detail 

 
 

Personal Attributes • Fully committed to contributing to 
a stimulating learning and 
working environment which is 
supportive and fair, based on 
mutual respect and trust, and in 
which harassment and 
discrimination are neither 
tolerated nor acceptable 

• A proven record of working 
cooperatively and flexibly as part 
of a team 

• Commitment to the role of 
philanthropy within a University 
setting 

• Resilient and tenacious 

• Self-starter, able to act on own 
initiative 

 

 

 
Other 

 
 

 
• The post holder will be expected 

to work unsocial hours on 
occasion 
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