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Sussex Community Foundation                        
Recruitment Pack – Head of Marketing & Engagement May 2021 

 
Thank you for your interest in the post of Head of Marketing & Engagement at Sussex Community 
Foundation. Sussex Community Foundation is one of the newest and fastest growing community 
foundations in the country. Our job is to build a sustainable source of funding for charities and 
community groups in our county and to make sure these funds have maximum positive impact. We do 
this by inspiring high net worth people and organisations to support their local communities and 
providing bespoke services that show them the difference their donations make. 

We are an expert local grant maker – reaching the groups that other funders can’t, and providing the 
kind of funding that charities need. We have a close relationship with the groups we fund and with our 
donors and we see ourselves as the hub of a community that works together to make Sussex a great 
place to live for everyone. 

We have been working for fifteen years and have built many strong relationships with local charities and 
philanthropists. We have a very committed team of staff, trustees and ambassadors who are all 
passionate about making a difference in Sussex. We have given grants worth £23m and built an 
endowment fund of £24m, which is invested for the long term benefit of the community. 

Our Sussex Uncovered reports demonstrate that although many people perceive Sussex as an affluent 
county there are many areas that are among the most disadvantaged in the country and many people 
who struggle in their day-to-day lives. You can read the report on our website. 

Last March we launched the Sussex Crisis Fund and thanks to a tremendous response from our 
supporters, we raised and distributed £3m to many inspiring local charities addressing the crisis. We now 
need to support the community to recover from the pandemic and address longer term underlying issues 
such as inequality, climate change, loneliness and poverty. There is so much to be done, and we have 
the potential to make an enormous difference. 

We are creating this new post of Head of Marketing & Engagement to help the Foundation meet these 
challenges and opportunities.  The post will be part of our senior management team and work especially 
closely with the Head of Philanthropy to ensure that our marketing activity focusses on building strong 
relationships with our major donors. Our trustees and ambassadors have played a key role in introducing 
potential donors and this post will aim to make best possible use of their enthusiasm. The post will also 
lead on the marketing elements of our income generation strategy, such as our work with professional 
advisors and legacy campaigns. 

This is a challenging job, but you will lead a talented marketing team and be part of an inspiring 
organisation. I hope you will find this an exciting challenge and a great opportunity to make a difference. I 
look forward to hearing from you. 

Kevin Richmond,  

Chief Executive 

May 2021 
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JOB DESCRIPTION – Head of Marketing & Engagement 

Salary:  £41,894 per annum 

Hours:  Full-time, 35 hours per week  

  Hours flexible to include frequent evening and weekend working 

Contract: Permanent 

Pension: Employer contribution up to maximum of 5% salary to match employee contribution  

Holidays: 25 days holiday per annum plus 8 public holidays, increasing by one day per year after 
five years’ service up to a maximum on 30 days.  

Location: Based at Sussex Community Foundation’s offices, the post will require travel across 
Sussex. The Office is currently based in Lewes.  A full driving licence and regular 
access to a car is required.  

At present staff are working partly from home and partly from the office. We expect to be able to offer 
flexible working arrangements for the longer term, dependant on the needs of the organisation and the 
duties of the post. 

Accountability: Reports to the Chief Executive  

Period of notice: Two months 

JOB PURPOSE 

Reporting to the Chief Executive and working as part of the management team, the post holder will 
develop and implement the Foundation’s Marketing & Engagement Strategy to support our ambitious 
income targets. This will include developing, implementing and evaluating marketing strategies, 
strengthening our stakeholder engagement and co-ordinating activities of trustees and ambassadors in 
promoting the Foundation. 

The Head of Marketing and Engagement will lead the Marketing and Engagement team and line manage 
the Communications & Marketing Manager who in turn manages a Communications & Marketing 
Assistant. Other line management responsibilities may be added in future. The post holder will also 
manage projects that involve other staff or volunteers and support the Chief Executive in leading the 
organisation and delivering its strategy as part of the management team.  

KEY RESPONSIBILITIES 

Management team (these duties are shared with all members of the management team) 

Support the Chief Executive to set and lead the Foundation’s strategy and culture, to build a modern, 
digital and high performing organisation; 

Develop business and operational plans to achieve the charity’s objectives and to maintain an effective 
and growing organisation; 

Carry out research regarding local communities, social issues, trends in philanthropy and in the voluntary 
sector in order to inform and evaluate the Foundation’s strategy and marketing; 

Develop and maintain external relationships to support the Foundation’s strategy e.g. donors, potential 
donors, local authorities, companies, charities and community groups; 
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Drive the development and implementation of the Foundation’s Equity, Diversity & Inclusion Policy and 
ensure that the Foundation is meeting the needs of all communities in Sussex, especially those that face 
disadvantage; 

Report to the Chief Executive and Board and service sub-committees relevant to the areas of 
responsibility of the post. 

Marketing & Communications  

Lead on developing, writing, implementing and evaluating the Foundation’s Marketing & Engagement 
strategy and annual action plan under the direction of the Chief Executive and with support of the Chair 
of Marketing Committee; 

Develop inspiring methods for demonstrating the impact of giving through the Foundation to existing and 
potential donors, and enabling donors to engage with the work of the Foundation and the groups they 
support; 

To ensure that the marketing strategy supports the financial targets of the Foundation and attracts 
income by developing and growing relationships with existing and potential donors; 

Work with the management team to develop new products and services to meet identified needs of 
donors and potential donors; 

Develop an organisation wide digital and social media strategy – ensuring the Foundation maximises its 
use of technology to provide an excellent service to donors and to the community and training other staff 
and volunteers as needed; 

Lead the development of the Foundation brand and tone of voice for use across all channels and to all 
audiences; 

Ensure that the Foundation’s website creates an engaging and information rich resource for our donors, 
potential donors, professional advisors, grant applicants and other stakeholders; 

Monitor performance of marketing activities and expenditure, and how they support income generation, 
against the Foundation’s strategic targets; 

Create inspiring marketing campaigns and communications to deepen our relationships with key 
stakeholder audiences, especially donors, potential donors, professional advisors, prospective legacy 
donors; 

Manage projects relating to Marketing, Engagement, Communications or the Foundation’s wider strategy. 

Analysis, insight, knowledge and impact 

Lead on development of Sussex Uncovered, researching and reporting on local community needs; 

Develop systems to demonstrate the impact of the Foundation as a whole and of individual funds; 

Disseminate findings in order to position the Foundation as a centre of excellence in philanthropy and 
inspire more people and organisations to give through the Foundation; 

Develop systems to support effective use of information across the organisation, including grant making 
and donor development; 

Take overall responsibility for maintaining an up to date customer relations management database and 
ensuring consistent use to support marketing and relationship management. 
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Income generation and donor services 

Take overall responsibility for planning and delivering a marketing strategy for professional advisors 
(solicitors, accountants and wealth managers) in order to encourage referrals of high net worth clients; 

Develop and maintain relationships with key professional advisor firms; 

Work with the Head of Philanthropy and Head of Grant Programmes to ensure that all donors receive 
consistent high quality services and feedback about the impact of their giving and are inspired to give 
more; 

Act as relationship manager for a number of fund holders, ensuring they receive a high quality service 
from the Foundation; 

Develop marketing strategies to support products, services and campaigns (e.g. Legacies, Friends 
Scheme, Sussex Crisis Fund); 

Contribute to relationship development with prospective and existing donors and attract income to 
support marketing activities e.g. sponsorship for events and publications. 

Engagement 

Develop a sense of community among Foundation donors and supporters, by creating opportunities for 
active engagement in the Foundation’s work; 

Co-ordinate a team of trustees and ambassadors who will undertake activities to promote the Foundation 
to key audiences and gather information about local communities in order to help the Foundation 
achieve its objectives; 

Trustee and ambassador activities will include introducing potential donors to the Foundation, visiting 
local charities with donors, delivering presentations to professional advisors, maintaining relationships 
with specific professional firms, hosting small events, and attending events on behalf of the Foundation; 

Develop strong mechanisms through which the Foundation keeps in contact with and understands the 
needs of its stakeholders, including donors, charities and community groups, local authorities and 
intermediaries. 

Events 

Plan a programme of events with the management team and take overall responsibility for delivering the 
programme (both online and face to face) to promote Sussex Community Foundation and inspire people 
and organisations to support our work. 

Management responsibilities 

Manage the Communications & Marketing Manager and other staff and volunteers in the Marketing 
Team as delegated by the Chief Executive; 

Provide training and support to staff, trustees and ambassadors to enable them to support the 
Foundation’s Marketing and Engagement strategy; 

Manage specific posts as delegated by the Chief Executive in line with the organisation’s structure; 

Ensure that all databases are kept up-to-date and maintained in accordance with GDPR, fundraising 
regulations and other relevant legislation and guidance and supports the organisation’s strategy. 

General 

Work in accordance with the values, policies and procedures of Sussex Community Foundation; 

Attend training and other personal development events as required; 
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The post holder will need to be flexible and adaptable and undertake such duties as may be reasonably 
requested from time to time by the Chief Executive. 

 
Person Specification 

Personal qualities 

Commitment to the vision and values of Sussex Community Foundation, promoting philanthropy and 
addressing the needs of local communities; 

Passion for providing a high quality service for high net worth donors and for the community; 

Strong commitment to the equity, diversity and inclusion. 

Skills  

Excellent skills in marketing and communications,  and deep understanding of our key marketing 
audiences, especially high net worth individuals, professional advisors and companies; 

Ability to plan and deliver inspiring marketing campaigns and produce inspiring content especially for 
high net worth audiences; 

Advanced digital and social media marketing skills; 

Strong research skills; 

Strong planning, administration and project management skills with the ability to develop and implement 
the Foundation’s Marketing & Engagement strategy; 

Strong leadership and management skills, with ability to manage a small team of staff, activities of 
trustees and ambassadors and play a leading role in the organisation; 

Excellent interpersonal skills with the ability to build warm, professional relationships with a wide range 
of people, especially high net worth individuals; 

Ability to promote Sussex Community Foundation with confidence, by producing clear, concise, written 
reports and by giving public presentations; 

Ability to work as a member of a team, including a shared responsibility for motivating self and others; 

Excellent IT, information management and digital strategy skills. 

Essential Experience 

Senior level management experience in marketing and communications, including digital, print and face 
to face marketing; 

Significant experience of marketing with high net worth people with a proven track record in securing 
gifts or business; 

Experience in developing detailed marketing or fundraising strategy and plans, ideally in a charity 
context, or provision of services to high net worth people, which have supported an organisation to grow 
its income or market share; 

Experience in managing staff and volunteers, ideally in a fund raising or marketing context; 

An experienced networker, with an ability to build high level relationships with high net worth individuals, 
professional advisors and senior people in large companies; 
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Experience of organising and promoting events relevant to fundraising. 

Other circumstances 

The post holder will normally be based in Lewes but will need to travel frequently so must have a full 
driving licence with access to their own car. 

 

Benefits of Working at Sussex Community Foundation 

This list is a summary of the benefits of working for Sussex Community Foundation. Full details are in the 
Employee Handbook and Contract of Employment. 

• 35 Hour working week for full time staff, with one hour per day lunch break. 

• 25 days of paid annual leave, increasing by 1 day a year up to 30 days after you have been with 
us for five years. Paid bank and public holidays on top (pro-rata for part-time). 

• Flexible working -  During 2020 and 2021 we have been working mostly from home. We are still 
working out our long-term policy but in we expect to be able to offer a combination of office and 
home based working. Everyone will need to be based in Sussex and able to attend internal and 
external meetings and events. We will require people to be in the office on a regular basis, to 
come to meetings when needed and to agree a work schedule with their line manager that meets 
the requirements of the job.  

• Flexible hours – if you need to change your hours because of caring responsibilities, we will try to 
accommodate your needs. 

• No long-hours culture. Sussex Community Foundation employees work hard within their 
contractual hours, but we discourage late working. Evening and weekend work is a key part of 
many of our jobs, but we want you to take the time back as soon as you can. We value the quality 
of your work – not the length of time you put in. 

• Well-being sessions, led by staff. We have a staff lead for well-being who will help to organise 
yoga sessions, social events, massage or whatever the team feel will help them to maintain their 
well-being. 

• Career-development and training opportunities are encouraged. 

• Season-ticket loan scheme.  

• Access to the Cycle to Work scheme. 

• Free eye tests and contribution to the cost of glasses for those who use computers. 

• Company sick pay.  

• Pension scheme. We will match employee contributions up to 5%  

Brilliant people doing a great job – working at Sussex Community Foundation is an opportunity to help 
build a vibrant community and voluntary sector in Sussex – and help people change lives for the better … 
and if you do have any problems, we are a small organisation and the staff team is the most important 
part of it. So, if you have any concerns or need help, you can always talk to your line manager, the Chief 
Executive or the Chair and we will do our best to help you.
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Organisation chart 

The management team is highlighted in blue. 
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