HR191| POSITION DESCRIPTION EH| UNIVERSITY OF CAPE TOWN

f- ITUMIVESITHI YASEKAPA - UNIVERSITEIT VAN KEAAPETAD

NOTES

. Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
e  This form serves as a template for the writing of position descriptions.
e A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

Philanthropy Manager

Job title (HR Business Partner to provide)

Senior Alumni and Development Specialist

Position grade (if known)

11 Date last graded (if known)

Academic faculty / PASS department

Development and Alumni Department

Academic department / PASS unit

Philanthropy

Division / section

Philanthropy

Date of compilation

March 2024

(Adjust as necessary. Include line manager, line manager’'s manager, all subordinates and colleagues. Include position grades)

ORGANOGRAM

PC13-3

Head of
Philanthropy

Deputy Head of
Philanthropy

Il Philanthropy

Manager

Il Philanthropy
Manager

Philanthropy
Manager

PURPOSE

The main purpose of this position is:

fundraising.

required for assigned portfolio areas.

To serve UCT’s main focus areas of teaching and research, through focused activities to raise maximum funds from donors and other
interest groups in conjunction with faculties and departments.
To establish partnerships with donor community to address developmental needs and challenges of education.

To advise and work with the University personnel and student groups in the assigned Faculties/Support departments on aspects of

To apply existing UCT policies and procedures of fundraising and stewardship and draft new policies, procedures and toolkits when
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MINIMUM REQUIREMENTS

Minimum qualifications NQF Level 7

5 years relevant industry experience

e Significant major and principal gift fundraising experience, nationally and internationally
e Contributing to strategic discussions and decision making

Minimum experience e Experience in successful and substantial fundraising campaigns

(type and years) e Evidence of being able to lead and motivate others involved in fundraising

e Experience in higher education fundraising is advantageous

e A demonstrated record of success in planning and managing work programs from inception to
completion and delivered on target

e Excellent literary and communication skills, both oral and written

e Proven ability to develop good working relationships with all constituencies and stakeholders
e A proven ability to work well under pressure in a complex and demanding environment

e Capacity to apply innovative and practical problem-solving skills to the challenges at hand

e The ability to represent the University of Cape Town with a range of external stakeholders and

sudls constituencies
e The ability to think strategically
e The ability to be highly opportunistic and take initiative when the situation demands it.
e The ability to develop, apply and manage performance linked metrics and targets
Knowledge Knowledge of the Higher Education landscape — locally and abroad

Professional registration
or license requirements

Other requirements

(If the position requires the
handling of cash or finances,
other requirements must
include ‘Ability to handle cash
or finances’.)

Competence Level Competence Level
Competencies Building interpersonal relationships 2 Analytical thinking / Problem Solving 2
(Refer to Communication 2 Planning and organizing 2
UCT Competency - —
Framework ) Teamwork — collaboration 2 Sales ability 2
Initiating action 2 University awareness 2

SCOPE OF RESPONSIBILITY

To serve UCT’s main focus areas of teaching and research, through focused activities to raise maximum funds from donors and other interest groups in
conjunction with faculties and departments. To establish partnerships with donor community to address developmental needs and challenges of education.
FUnCtiOnS reSpOnSible for To advise and work with the University personnel and student groups in the assigned Faculties/Support departments on aspects of fundraising.

To apply existing UCT policies and procedures of fundraising and stewardship and draft new policies, procedures and toolkits when required for assigned portfolio
areas.

Amoun.t ?nd kmq of Expected to initiate and carry out tasks as required by the position description with input from the Deputy Head of Philanthropy and
supervision received Head of Philanthropy

Amount and kind of
supervision exercised n/a

Decisions which can be
made Decisions in line with KPAs

Decisions which must be
referred Any matters which must be escalated to the Head of Philanthropy and Deputy Head of Philanthropy

CONTACTS AND RELATIONSHIPS

Internal to UCT All project leaders within Faculties including Deans and HODs, DSA, Research Office

External to UCT Alumni and donors, including prospective corporate, government, foundation and individuals donors
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