
JOB DESCRIPTION 
& PERSON SPECIFICATION 

 
 
ROLE DETAILS 
 
POST TITLE:  Senior Relationship Manager 
 
RESPONSIBLE TO:   Director of Business Innovation & Partnerships  
 
HOURS:  37.5 hours per week  
 
TERM OF POST:  Permanent  
 
SALARY:    Competitive 
 
ABOUT CAUDWELL CHILDREN 
 
Founded in 2000 by the philanthropist John Caudwell, Caudwell Children is 
a national pan-disability charity providing a wide range of practical and 
emotional support for disabled children and their families.   
 
Following the charity’s inception Chief Executive, Trudi Beswick, assumed 
responsibility for realising Mr Caudwell’s ambitious vision for a new approach 
to charity, developing the long term strategy to create an efficient and 
effective service which would support thousands of disabled children every 
month.  Proud of our heritage, the charity embraces its commercial and 
entrepreneurial roots by providing a culture in which everyone is invited to 
contribute to the innovation and development of services and fundraising. 
 
With collaboration and teamwork part of the charity’s core values, all 
employees regularly interact with the Chief Executive and Board of Directors 
in the development and deployment of projects to ensure the broadest range 
of skills and experience is utilised.  
 
From the very beginning the charity’s services have always been shaped by 
listening to disabled children and families to understand the gaps in support 
available to them and the help they need to lead independent and fulfilled 
lives.  
 
Passionate about inclusion, diversity and equity our mantra is to ‘see the child, 
not the disability’ and we actively encourage society to embrace the 
uniqueness of everyone, regardless of their background.    
 
In 2019 the charity reached a significant milestone with the official launch of 
the award-winning therapy and research centre, the Caudwell International 
Children’s Centre (CICC) and the Caudwell Children Autism Service. 11 years in 
the making, the CICC project was masterminded by Trudi Beswick, who took 



a hands-on approach to the design, fundraising and project management of 
the £18million state-of-the-art facility.  
 
This launch heralded an exciting new chapter in the charity’s continued 
development and has provided a unique platform for our ambitious plans of 
domestic and international expansion.    
 
POST OUTLINE 
 
If you have proven success in opening doors to forge and maintain high-value 
relationships in any sector and want to use these skills to build a better future 
for disabled children, then this could be the role for you.  
 
We are seeking a confident, enthusiastic, strategic self-starter who thrives on 
the process and embraces the challenge of developing successful long-term 
relationships.  
 
This role is key in building on and developing our relationships with existing 
and prospective major donors to enhance our regional and strategic 
fundraising relations, as well as maximising opportunities with large national 
and international Trusts & Foundations that require major donor cultivation.  
 
The role will work closely with the wider fundraising team and Executive 
Board to strengthen our partnerships portfolio and support our ‘Legacy Circle’ 
group of long term major donors.  The Legacy Circle consists of a network of 
high profile individuals personally motivated to support the challenges facing 
children with disabilities and their families and its focus is on developing new 
sustainable income, through high profile fundraising activities, providing 
personal contributions and introducing influential contacts to Caudwell 
Children.  
 
Such important and high-profile relationship building and management will 
require the ability to communicate effectively with stakeholders at all levels, 
including with our Chief Executive, Founder and Trustee Board.     
 
DUTIES & RESPONSIBILITIES 
 
Main Duties: 
 

 To have responsibility of major donor relationships, focusing on an 
engaging case for support and ensuring excellent standards of 
cultivation and stewardship.  

 Lead on the development and growth of the major donor portfolio and 
key large trusts & foundations pipeline and in order to raise significant 
levels of income to support Caudwell Children’s organisational strategy.  

 Lead on developing sensitive, long term individual giving strategies for 
legacy funds. 



 Support the Director of Business Innovation and Partnerships and the 
SMT to ensure the delivery of effective donor relationships 
management (with existing and new prospects), whilst maintaining a 
personal prospect portfolio of donors to deliver an agreed personal 
income target.  

 Be an effective member of the Caudwell Children’s fundraising team to 
help deliver an ambitious growth in fundraised income. 

 Design and implement a year round programme of relationship 
development/stewardship and cultivation events to ensure that 
philanthropic donors and institutes with a national and/or global 
presence develop a strong relationship with Caudwell Children. 

 Maintain a personal prospect portfolio of donors to deliver an agreed 
personal income target. 

 Proactively monitor, report and adapt to philanthropy trends, news, 
events and legislation in the UK and Globally. 

 Support the Chief Executive, Director of Business Innovation and 
Partnerships and Director of Events in the management of existing 
major donor relationships and new donors as appropriate (ensuring the 
provision of briefings, preparation of compelling proposals and reports). 

 Lead on all processes around cultivation, stewardship and recognition 
to ensure Caudwell Children maximises potential major donors’ and 
individual giving income. 

 Build and maintain excellent relationships with donors, their staff and 
networks. 

 Be an ambassador, spokesperson and representative of the Charity at 
all times as required and at events and in the media. 

 Ensure relationships are appropriately recognised, looked after and 
stewarded and accurate records kept to maintain and grow Caudwell 
Children’s supporter database (Raiser’s Edge).  

 Maintain a strategy and programme for ensuring effective and timely 
reporting to major donors, including sending out quarterly reports. 

 Write reports to meet deadlines and submit applications for funding 
with support from the Income Generation Team.   

 Support the Development Committees to drive cultivation and 
stewardship of members’ networks and contacts. 

 Ensure that all fundraising activities comply with the fundraising policy 
and industry best practice. 

 Develop analytical reports working with the Fundraising Team to 
inform the development of the major donor strategy and monitor 
progress against objectives. 

 Work closely with the Associate Director of Partnerships and relevant 
leads in service delivery to develop new projects that engage regional 
and strategic philanthropists nationally and internationally. 

 Contribute to the production of fundraising communications and the 
charity newsletter, including writing copy, collating case studies, 
photographs and information from the field. 

 Support the PR & Marketing Department to develop philanthropy-
specific communications strategy in order to advance visibility and 



reputation of Caudwell Children across the UK through the delivery of 
positive media coverage. 

 
Customer Care/Quality Assurance: 
 

 Support service teams to ensure, where possible and appropriate, 
children and families are involved in future programme planning and 
delivery.  

 Communicate with children, families and all stakeholders in a way that 
respects their views, autonomy and culture.  

 Uphold the principles and practice of customer care and continuous 
improvement. 

 At all times to afford service users, colleagues and stakeholders the 
dignity and respect to which they are entitled with full regard to the 
organisations Equality and Diversity Policy. 

 Ensure that customers/stakeholders are enabled to comment and 
complain about any of the services they receive, ensuring all comments 
and complaints are dealt with promptly and in accordance with 
organisational policy and procedures. 

 Confidentiality and data protection regarding all personal information 
and Caudwell Children activities must be maintained at all times (both 
in and out of working hours) in accordance with professional codes of 
conduct and relevant legislation such as the General Data Protection 
Regulations 2018. 

 Contribute and co-operate fully with any regulatory or organisational 
inspections/audits. 

 
Health & Safety: 
 
In addition to the organisations overall responsibility for your health and 
safety, you have a personal responsibility for your own health and safety.  As 
such you are required to:   
 

 Have an awareness of relevant health and safety regulations and 
legislation.  

 Be responsible for your own health and safety and that of anyone else 
whom your acts and omissions may affect and maintain a professional 
and hygienic personal appearance at all times. 

 Inform your line manager and facilities of any safety issues you identify 
that could affect you or others in the workplace. 

 Co-operate fully with management and colleagues at all times in 
achieving safer working practices.   

 Use equipment when necessary and as instructed (as appropriate to 
your role), which will include checking the equipment is safe to use, 
prior to its use, reporting any defects immediately to your line 
manager/facilities. 



 Be responsible for the implementation and adherence to 
organisational health and safety policies and procedures for areas 
within your remit. 

 Ensure suitable and sufficient risk assessments are completed for all 
areas within your remit.  The controls identified must be evaluated and 
implemented where necessary. 

 Report any concerns of potential abuse of a service user in line with the 
organisations Safeguarding Policy and procedures. 

 
Resource Management: 
 

 Ensure maintenance and security of physical, financial and information 
resources, where applicable.  

 Effectively maximise all resources available in the course of your duties, 
minimising waste and working within budgets. 

 Ensure that all resources and utilities are used prudently and that any 
waste is minimised.  Manage, monitor and maintain budgets agreed by 
management.   

 Ensure stock levels of equipment are maintained and checked 
regularly, as appropriate to your role.   

 Where appropriate, participate in the recruitment, induction and 
retention of team members as appropriate to your role.   

 
General: 
 

 If applicable, ensure compliance with professional standards in relation 
to your relevant professional governing body (RCOT, RCSLT, NMC, BPS, 
CIPD, CIMA, ACCA, AAT, CIM, etc.) or equivalent. 

 Adhere to your professional body’s regulations, ensuring registration is 
maintained at all times, where applicable.   

 Demonstrate commitment to ongoing personal and professional 
development, maintaining professional portfolio’s and training profiles. 

 Keep up to date and integrate any relevant new initiatives, regulations 
and legislation as appropriate to your role.    

 Where appropriate, develop and maintain links with other professionals 
in the same specialist field of work. 

 Keep comprehensive and accurate records in relation to your role and 
in accordance with organisational policies and procedures as well as 
local, professional and national guidelines. 

 Attend training as appropriate to the role, applying knowledge gained 
to the workplace.    

 Engage in Support and Supervision sessions, where appropriate, to 
reflect on practice enhancing communication and quality of service. 

 To work effectively and collaboratively as a member of the team, 
building and maintaining good working relationships with all 
colleagues, stakeholders and professionals from external agencies. 



 Collation and analysis of complex information derived from multiple 
sources to create robust service monitoring and achievable action 
plans that deliver results. 

 Creation of comprehensive and robust information monitoring that is 
shared at all levels of the Charity and allows clarity and understanding 
of performance. Understanding what information is important to all 
other functions, including the CEO, and leading on how this is best 
delivered. Understanding how performance might affect delivery in 
other parts of the Charity and working closely to provide it. 

 Ensure compliance with statutory and non-statutory bodies, including 
CQC, ISO 9001 and the Health & Safety Executive. 

 Adhere to all Caudwell Children policies and procedures. 
 Demonstrate commitment to Caudwell Children’s mission, vision and 

values. 
 On occasion and when necessary work flexible hours to meet the needs 

of the business. 
 Willingness to travel in order to meet the needs of the post.   

 
This Job Description indicates only the main duties and responsibilities of the 
post and is not intended as an exhaustive list.  The post holder may be asked 
to carry out other duties from time to time.  The Charity reserves the right to 
amend this Job Description from time to time, according to business needs.   
 
PERSON SPECIFICATION 
 
Essential Criteria 
 

 Sophisticated communication skills, verbal and written, ability to 
engage donors, make a case for support and build rapport easily. 

 Excellent numeracy skills including experience of financial planning, 
budgeting and target setting and presenting detailed financial 
information. 

 Excellent face to face, interpersonal, negotiation and influencing skills.  
 Professional, self-assured manner, displaying emotional intelligence, 

credibility, gravitas to inspire confidence in high net-worth donors and 
other funders. 

 Organised and methodical approach to planning and delivering 
against a varied workload. 

 The ability to demonstrate respect, understanding and sensitivity 
when communicating around personal and emotive issues. 

 Demonstrable experience of major donor fundraising with a strong 
track record in securing five to six figure gifts from high net worth 
individuals. 

 Proven experience of recruiting new prospects. 
 Proven track record and experience of building, developing and 

managing positive relationships at the highest level. 
 Proven experience of major donor prospect research to establish and 

maintain a strong major donor pipeline. 



 Extensive proven experience of producing high quality and 
compelling proposals, reports and correspondence to inspire 
generous support and major donations. 

 Proven experience of developing and managing donor engagement 
and cultivation strategies. 

 High ethical standards of behaviour, good judgment, respect for 
others, confidentiality and attention to detail. 

 Willing and able to work outside of normal office hours to represent 
Caudwell Children and undertake fundraising activities as necessary. 

 Willing to travel, with occasional weekend and evening working when 
required. 

 
Desirable Criteria 
 

 Experience of using Raiser’s Edge or similar CRM database to maintain 
records and produce reports. 

 High profile events management. 
 Bachelor’s degree in Business Administration, Marketing or related 

field. 
 Experience of working with volunteers. 
 Experience of working in the Charity/Third Sector.  
 Experience of working in ISO regulated organisations.  

 
DISCLOSURE & BARRING SERVICE CHECKS 
 
The Charity is committed to safeguarding children and young people and 
therefore adopts a safer recruitment approach through a robust recruitment 
and selection process.  All posts within the Charity are subject to DBS checks, 
in line with the Rehabilitation of Offenders Act (1974).  This role is eligible for a 
Standard DBS check. 
 
 


