
 

 

Corporate Partnerships Manager, £30,000 - £35,000 per annum (based on experience) 

Job Description        July 2016 

This is an exciting opportunity to join an ambitious charity at the next stage of its development.  

Ovarian Cancer Action strives to stop women dying from ovarian cancer.  We fund world class 

scientific research leading to innovative treatments and campaign to ensure women and healthcare 

providers know the risk factors, symptoms and treatment options to enable informed and rapid 

action. 

Fundamentally we demand that every woman should have the best treatment available. 

We are the leading charity dedicated to funding ovarian cancer research, having established the 

UK’s first translational research centre for ovarian cancer based at Imperial Hammersmith Hospital. 

The Corporate Partnerships Manager will be working in a proactive fundraising team to increase 

income from corporate partnerships. They will be responsible for growing income through 

developing strategic partnerships with local and national businesses. They will research, approach 

and secure new partnerships and manage these relationships to achieve financial and volunteering 

objectives. They will be willing to work as part of a developing team. 

This is a full-time, permanent role working 9am – 5.30pm in the Camden Head Office, and 

occasionally on evenings and weekends at external events (with time off in return).  

1. Main purpose of the job 

 

You will be solely responsible for researching, approaching and winning new corporate 
partnerships to increase income. You will use creativity to develop innovative and multi-year 
partnerships. You will also account manage all existing partnerships, proving excellent supporter 
care and work with our partners to ensure they reach targets.  

 

You will line manage one other member of the Fundraising team, either the Community 
Fundraiser or Challenge Events Fundraiser, depending on experience.  

2. Position in organisation 

 Reports to Senior Fundraising Manager 

 Responsible for Community Fundraiser and/ or Challenge Events Fundraiser 

 Main relationships 
Senior Fundraising Manager, all Fundraising team, Finance Officer, OCA 

supporters and donors, Ovarian Cancer Voices and external suppliers 

 
Direct contacts/ 

stakeholders 

Corporate partners, key volunteers, board members, relevant 
professional networks. 

 

3. Scope of the job and key areas of responsibility 

 
New business: 

 To develop an annual corporate partnership activity plan to meet agreed targets. 



 

 Research companies thoroughly and understand their key motivators for support, before 
making any approaches.  

 Develop a calendar of charity of the year deadlines, and manage your time efficiently to 
reach all deadlines.  

 Creatively develop new and innovative corporate partnership pitches. 

 Continually identify, develop and manage existing and new corporate supporters.  

 To manage and develop Ovarian Cancer Action’s 20,000 Challenge. Win new partners and 
provide excellent account management to ensure they exceed targets. 

 To plan and deliver corporate events to gain the support of new corporates and steward 
existing supporters. 

 To work closely with the Community and Challenge Events Fundraisers and the Senior 
Fundraising Manager, to recruit participants, sponsors and volunteers to charity led events. 

 To occasionally work outside of regular office hours at charity awareness and fundraising 
events.  

 Monitor, analyse and report on income and expenditure variances to support the month 
end forecasting process. Identify shortfalls in performance and with support from the 
Senior Fundraising Manager, prepare and implement contingency plans to ensure financial 
targets are met.  
 

 
Account Management: 

 To provide effective account management and supporter care to a variety of stakeholders 
within each partnership. 

 To be the contact for corporate fundraising enquiries including responding to telephone 
calls, emails and letters and advising on queries relating to corporate fundraising.  

 To provide advice and support to corporate fundraisers raising money for the charity. 

 To develop and implement fundraising initiatives to engage existing and new corporate 
fundraisers. 

 To utilise all fundraising techniques to encourage and motivate corporate fundraisers to 
maximise their fundraising potential. 

 To develop and manage effective administrative processes to support relationship 
management. 

 To deliver talks and presentations to a variety of audiences. 

 To develop supporter stewardship tools such as the quarterly corporate newsletter. 

 To update Committed Giving database with all activity in a timely fashion to ensure all data 
is kept up to date. 

 To represent the charity at functions, fundraising events and cheque presentations when 
required. 

  To understand fully the work carried out by the charity and to communicate that effectively 
and honestly to new and existing corporate partnerships.  

 To manage the administration of your fundraising, ensuring comprehensive and accurate 
record keeping. 

 
Line Management: 

 Line Manage Community and/ or Challenge Events Fundraiser. 

 Organise and conduct regular meetings, providing excellent support, and being responsible 
for ensuring they are on track to hit their own income and expenditure targets. 

 Develop the member of staff’s skill set by finding the most appropriate and cost-effective 
training opportunities.  

 Develop new fundraising opportunities within Community and/or Challenge Events 



 

Fundraising and work with the member of staff to implement these effectively. 

 Conduct half yearly and yearly appraisal meetings.  

 Address and rectify any HR or disciplinary issues with the support of the Senior Fundraising 
Manager and the charity’s HR consultant. 

 Maintain high quality fundraising across all of your income streams by keeping abreast of 
developments in the wider sector through liaison with counterparts from other charities 
and across the charity sector. 

Ensure that all your fundraising activity complies with best practice, the Institute of Fundraising Code 
of Fundraising Practice and all relevant legislation. 
 
 

4. 

Skills and experience required 

 Experience of line management or management of volunteers 

 Proven experience of achieving/exceeding targets, ideally in the not for profit sectors. 

 Experience of working in a customer/supporter focused environment. 

 Experience of working as part of a high performing team. 

 Experience of planning and delivering simple and complex projects to a high standard.  

 Experience of working with volunteers and as part of a team. 

 Forward planning and experience of working with income and expenditure budgets. 

 Ability to work under pressure whilst maintaining a positive, friendly, calm, professional and 
helpful disposition. 

 The ability to prioritise workload. 

 Awareness of Data Protection regulations. 

 Presentation skills. 

 Ability to write effective proposal documents. 

 Ability to motivate and inspire supporters to reach fundraising targets. 

 Ability to confidently ask supporters to raise money and continue their support. 

 Ability to maximise income by matching fundraising products with supporters. 

 Ability to identify the best use of time and resources (own and supporters) to maximise 
income.  

 Ability to communicate and interact with people at all levels and develop relationships to 
promote the charity and fundraising activities. 

 Ability to meet deadlines under pressure and work well within a team whilst maintaining a 
positive, friendly, calm, professional and helpful disposition. 

 Excellent communication, organisational and interpersonal skills. 

 Ability to develop and motivate individuals, groups and groups of volunteers. 

 Ability to analyse information and make objective decisions based on the outcomes. 

 Ability to meet deadlines under pressure and work well within a team. 

 Excellent negotiating and influencing skills. 

 The ability to think logically, use initiative and work without supervision. 

 Excellent time management and organisational skills, as will often have to be working on 
more than one project at a time and must be able to prioritise workload. 

 

5 

Person Specification 
 
Essential 

 Minimum of 2 years’ experience of working in a fundraising environment or in a business 
development or marketing account management role. 

 Ambitious, innovative, self-motivated and target driven. 



 

 Excellent networking skills. 

 Excellent relationship building and management skills. 

 Computer skills – must be experienced in the use of Microsoft Outlook, Word, Publisher, 
Excel and Databases. 

 Good command of the English language both verbally and in writing. 

 Excellent communication and interpersonal skills. 

 Must be flexible to the needs of the post as this will require working outside of normal 
working hours. 

 Proven ability to use initiative and be pro-active. 

 Excellent organisational skills with the ability to work calmly and methodically when under 
pressure from a busy and varied workload. 

 Demonstrates an understanding of the importance of confidentiality. 

 Willingness to participate in training and updates. 

 Ability to handle distressed supporters in a sensitive and empathetic manner. 
 
Desirable 

 Minimum of 2 years’ of working in a corporate fundraising role. 

Current, valid driving license and access to a vehicle in order to carry out day-to-day 
duties. 

 

 

This job description does not form part of your contract of employment. The duties laid down in 
this job description may change from time to time following a review and in consultation between 
post holder and Chief Executive. 

  


