
 

Retina UK Job Description  

 

Title:   Trusts and Major Gifts Officer 
 
Reports to:  Head of Fundraising 
 
Direct reports: None 
 
Hours:  Full time - 35 hours per week 
 
Salary:  £25,000 per annum 
 
Opportunities for hybrid working (office in Buckingham) or remote working. 
 
About the Charity: 
 
Retina UK occupies a unique position in the fight against inherited sight loss. We specialise in 
funding cutting edge research into inherited retinal conditions and offer dedicated support and 
information to the thousands of people living with these conditions. 
 
Our values 
These values represent how we behave and work together: 
Approachable: We are respectful, caring and considerate 
Honourable: We are open, professional and act with integrity 
Collaborative: We value all those who support us 
Ambitious: We are innovative, passionate and always do our best. 
 
The Fundraising Team 
Our friendly, passionate and skilled team consists of a Head of Fundraising, Community & Events 
Fundraising Manager, Individual Giving Manager and Corporate and Community Fundraising 
Officer. 

Job Purpose  
To maximise income by developing relationships with trusts, foundations, major donors & high net 
worth individuals, delivering written & verbal approaches for financial support and providing a high 
standard of stewardship to achieve targets. To plan and deliver a marketing plan to secure a future 
pipeline of legacies, and ensure efficient administration of incoming bequests.  
 
Main Duties and responsibilities 

 Raise income from charitable trusts and major donors, achieving set targets and increasing 
the number of active supporters. 

 Write compelling cases for support for use by the charity for a variety of purposes. 

 Carry out research to identify charitable trust and major donor prospects. 

 Prepare and submit applications to charitable trusts and proposals to major donors. 

 Schedule, write and submit reports and updates for charitable trusts and major donors. 

 Deliver excellent stewardship to charitable trusts, major donors, legacy pledgers and 
executors - providing first class customer service over the telephone, via email, in the post and 
face to face. 

 Administer incoming legacies and deliver a legacy marketing plan. 

 Plan and deliver relevant key events, such as major donor receptions. 

 Set up and maintain systems and processes to support effective and efficient fundraising. 

 Work with the Communications Manager on the production of fundraising materials and 
supporter communications relevant to the charitable trusts, major donor and legacies income 
streams. 

 Work with the Communications Manager to create relevant case studies, news stories, social 
media content etc. 



 

 Work with the Communications Manager to ensure that any fundraising pages on the website 
relevant to charitable trusts, major donors and legacies are kept up to date and contain 
engaging content. 

 Keep up to date with fundraising best practise, policy and relevant legislation. 

 Protect the reputation of the charity and ensure that we maintain excellent working 
relationships with external organisations and individuals. 

 Any other duties as reasonably requested. 
 

PERSON SPECIFICATION:  
Trusts and Major Gifts Officer 
  
E = essential    D = desirable 
 
Experience 
Experience of working within a fundraising team in a relevant role    E 
Excellent written and verbal communication skills                                                   E 
Experience of building positive relationships with supporters    E 
Experience of working with windows based software (Word, Excel, Outlook etc)  E                 
 
Qualifications/knowledge 
Educated to A-level standard or commensurate experience     D 
Creative, highly accurate and persuasive writing skills     E 
Knowledge of fundraising best practise and legislation     D 
 
Planning and analysis 
Excellent IT skills (preferably Word, Excel and Outlook)      E 
Experience of using a database as a relationship tool     D 
Experience of producing basic reports       D 
Experience of prospect or other research       D 
 
Finance and Administration 
Experience of implementing procedures that reflect policy and increase efficiencies D 
Good level of numeracy         E 
       
Personal Qualities 
Confident and able to interact effectively and empathetically with people at all levels, 
including those with a visual impairment       E 
Solution focussed           E 
Able to handle pressure and work to deadlines      E 
Rigorous approach, with attention to detail       E 
Highly organised          E 
Flexible team player          E 
 
Commitment 
Empathy with Retina UK’s aims and objectives      E 
Willing to live Retina UK’s values        E 
Willing and able to travel when required       E 
Willing and able to work in the evenings and weekends when necessary   E 

 


