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Business Development & Fundraising Co-ordinator – April 2022 

Role Profile 

Job title: Business Development & Fundraising Co-ordinator 

Hours: 37.5 per week 

Reporting to: Business Development Manager 

Salary: £22,000 - £24,000 per annum depending on experience 

Contract Length: 12 months fixed term  

(any contract extension will be dependent on securing future funding) 

Base: Neath  

 
Overview of Calan DVS: 
Calan DVS is a domestic abuse charity in Wales, and we are committed to working in partnership to end 
domestic violence and abuse. Our staff are passionate about what they do and deliver much needed services 
to support some of the most vulnerable people in society. 
 
Our vision: 
At Calan DVS, our vision is to work towards safe and resilient communities free from domestic violence and 
abuse.  To achieve this, we aim to relieve the distress, suffering and poverty experienced by people exposed 
to domestic violence and abuse.  We also aim to educate the public regarding the causes and effects of 
domestic abuse along with prevention methods.   
 

Overview and purpose of the role: 

 
We are seeking a motivated Business Development & Fundraising Co-ordinator to assist our Business 
Development Manager in driving income generation and fundraising activities across Calan. You will work 
closely with the Business Development Manager to actively pursue business development and income 
generation opportunities.  You will review upcoming opportunities, assist Calan with developing our commercial 
training, support with bid cycles and take a lead role on fundraising activities within Calan.  You will be required 
to attend external events and meetings to further raise the profile of Calan, especially with a view to expanding 
fundraising opportunities for the organisation.   
 
The primary focus of the Business Development & Fundraising Co-ordinator work will be based within our 
local communities. You will be working with our local delivery teams and partners to further identify 
opportunities to diversify and increase unrestricted income which can be invested back into our core 
services.  This will include developing and organising local fundraising events, ensuring inclusivity through 
community engagement and promotion to victims in all groups and through taking forward ideas generated 
by our new fundraising sub-committee, of which you will be a key member.   
 
The Business Development & Fundraising Co-ordinator will assist Calan to identify and maintain 
relationships with new funding streams.  You will work with our finance and comm’s teams to promote our 
services online and set up a range of online giving platforms such as Just Giving and easyfundraising.    
 
The Business Development & Fundraising Co-ordinator will work with staff across our services to help raise 
the profile of all Calan’s services and delivery programmes, engaging with all sectors and socio-economic 
groups within our communities.  Through this engagement, and through talking with victims/survivors 
within our current services, you will generate new considerations and ideas for services to meet the needs 
of all our service-users.   
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Key duties: 

• Work with the Business Development Manager to deliver sustainable income growth across 
all areas of fundraising and income generation. 

• Ensure Calan is consistently positioned as a key specialist domestic abuse charity. 

• Support the Business Development Manager with the implementation of fundraising and 
income generation strategies which will enable Calan to meet its strategic objectives. 

• Ensure full compliance with all relevant legislation including the Fundraising Code of 
Practice. 

• Support the Business Development Manager to identify and manage all risks associated 
with income generation, fundraising and bid activities in-line with Calan’s vision, mission 
and values. 
 

Business Development & Fundraising duties: 

• Work with the Business Development Manager to generate new considerations and ideas for 
services to meet the needs of all our service users, particularly those from under-represented 
groups and backgrounds.      

• Support Calan with commercial training; enabling us to bring in unrestricted funding which can be 
invested back into our core services (refuge and community). 

• Work closely with our frontline staff to ensure inclusivity through community engagement and 
promotion to victims. 

• Assist Calan to identify and maintain relationships with new funding sources. 

• Develop and organise local fundraising events within our local communities. 

• Work with our local delivery staff to promote our programmes and services within our local 
communities. 

• Help identify partnership opportunities to work with other organisations to increase fundraising 
income. 

• Identify, develop and maintain relationships with local community anchor organisations - identify 
ways in which we can further link into their priorities and work together in partnership to develop 
services and increase funding opportunities and income generation. 

• In line with our new 5-year strategy, help Calan to develop our children and young people 
programmes through researching and sourcing relevant funding opportunities and assisting with 
the writing of funding applications. 

• In line with our new 5-year strategy, help Calan to secure funding to roll-out our new sexual 
violence service through researching and sourcing relevant funding opportunities and assisting 
with the writing of funding applications. 

• Support frontline staff to formulate, develop and action their ideas for development and 
fundraising activities within their local communities.   

• Play an active role within our fundraising sub-committee; developing and implementing 
fundraising activities that arise from this, and encouraging staff, survivors, volunteers and 
members of our local communities to participate, share their achievements and raise funds for 
Calan.   

• Support Calan to develop domestic abuse community groups as a form of prevention, early 
intervention and community participation - supporting members of the community with specific 
domestic abuse awareness raising and fundraising activities that are important to them.   

• Develop a good understanding of working with people in communities to enhance our reach, and 
support a sense of belonging, connectedness and cohesion within our communities to improve 
collective wellbeing.   
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Other duties: 

• Be an active member of the team and ensure all actions are completed within the agreed 
timescales. 

• Remain up to date and compliant with Welsh Government, Local Government and UK Government 
priorities and strategies relevant to working with the Violence Against Women, Domestic Abuse 
and Sexual Violence sector. 

• Undertake any training and professional development as and when required. 

• Undertake any other reasonable duties, commensurate with the job title, as may be determined 
by the Business Development Manager. 

• Become familiar with the aims, ethics and aspirations of the Charity and to sustain and promote 
them. 

• Positively promote and represent Calan DVS to the individuals we support, partners, stakeholders, 
commissioner and funders.   

• Ensure that all work is conducted to the highest professional standards. 

•      Follow Calan DVS Equal Opportunity Policy and Equality and Diversity Strategy and observe the 
standard of conduct which prevents discrimination taking place. 

• Adopt a flexible approach to fulfilling the job description and person specification which may involve 
occasional weekend and evening work. 

• Ensure the maintenance of accurate recording systems utilising the Calan DVS IT systems. 

• Remain up-to-date and compliant with all organisational procedures, policies and professional 
codes of conduct and uphold standards of best practice. 

• Work within Calan DVS Codes of Practice. 

• Maintain confidentiality in relation to service users, staff and projects. 
 

This job description is indicative of the range of current duties and responsibilities of the post, it is not 
comprehensive.  It is inevitable that the duties will change as the role develops, and it is essential, therefore, 
that it should be regarded with a degree of flexibility, so that changing needs and circumstances can be met, 
all changes will be discussed fully.  
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Person Specification 

Essential: 

You will be able to demonstrate the following key knowledge, skills, behaviours and experience: 

• A minimum of two years’ experience working in a business development and/or fundraising 
role. 

• Demonstrable experience of income generation through business development and/or 
fundraising activities. 

• Demonstrable experience of organising and delivering fundraising activities and events. 

• A good knowledge of grant making trusts and foundations and understanding of the bid cycle. 

• Ability to plan and organise a varied and busy workload, including handling conflicting 
priorities. 

• A good understanding of the importance of creating and maintaining a strong organisational 
culture. 

• Ability to work independently. 

• Strong interpersonal and relationship skills. 

• Strong analytical and judgement skills. 

• Excellent verbal and written communication skills with the ability to build strong, credible 
relationships both internally and externally. 

• Ability to communicate effectively in a non-judgemental manner when engaging with different 
groups. 

• Competent in the use of IT packages including using Excel spreadsheets.  

Desirable 

• A good understanding of compliance with all relevant legislation, including Charity Commission 
requirements. 

• Experience in developing relationships with commissioners, funders and partner organisations. 

• Experience of working within the voluntary/third sector. 

• Knowledge of working with organisations whose core aim is to support victims of domestic 
abuse. 

• Skills in developing and delivering training, coaching or development programmes. 

• Knowledge of public affairs. 

• Experience of brand development. 

• Ability to speak Welsh. 

Personal qualities: 

• Commitment to Calan DVS vision, mission and values – desire to make a difference. 

• Self-motivated and dynamic. 

• Team player. 

• Flexible, and willing to work in the constantly changing environment of a growing charity. 

• Conscientious and responsible. 

• Ability to support and enthuse others and maintain a professional image. 

• Attention to detail. 

Other: 

• To be proactive in your own personal and professional development. 

• Understand and commit to Calan’s Safeguarding, Equality and Diversity, Confidentiality and 
Boundary policies. 

• Willingness to travel and work flexibly to meet required deadlines. 

• Full Drivers Licence and access to own vehicle.   

 


