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Northbourne Park School 

Job Description 

Job Title:
Fundraising & Development Officer (part-time, with the possibility to develop into a full-time role)
Term:
Initially 1-year fixed term contract, with the option to extend subject to agreement

Location:
Northbourne Park School, Betteshanger, Kent (Prep and Pre-Prep School)

Reporting to:
Finance Manager
About Northbourne Park School

Northbourne Park School is a co-educational independent prep school with a strong reputation for academic excellence, exceptional pastoral care, and a distinctive international outlook. With both day pupils and a thriving boarding community - including pupils from Europe and around the world - the school offers a unique education rooted in adventure, languages, cultural understanding, and character development.

As the school looks to strengthen and expand its development and fundraising initiatives, we are seeking a proactive and relationship-driven Fundraising & Development Officer to help build meaningful philanthropic support and long-term engagement across our local and global community.
Overall Purpose of the Job: 
The Fundraising & Development Officer will lead and deliver strategies that support the school’s philanthropic objectives, including fundraising for bursaries, facilities, and developmental priorities, developing a legacy giving plan and developing the commercial activities of the School. A key focus will be nurturing relationships not only with local families and alumni, but also with boarding parents and international families, who play a significant role in the life of the school and with possible corporate entities and grant donating organisations.

This newly shaped role will also build and support the work of the Alumni Engagement Officer and the  alumni network, strengthening the school’s communication and engagement with all donors and supporters.

Principal Responsibilities:

Fundraising & Campaign Development

· Plan, deliver, and grow fundraising campaigns aligned with the school’s strategic goals.

· Develop compelling cases for support for projects that benefit day pupils, boarders, and international students in the wider community.

· Identify grant-making opportunities, corporate sponsorships, and philanthropic prospects.

· Deliver annual appeals and targeted bespoke campaigns.

Boarding & International Family Engagement

· Build strong relationships with families whose children board at the school, recognising their different communication needs and expectations.

· Develop tailored engagement strategies for international families, ensuring they feel connected to the school’s life and philanthropic priorities.

· Support initiatives that enhance the sense of belonging for families who may not be able to attend events in person.
· Produce high‑quality digital fundraising and community updates designed for global audiences.

Community, Alumni & Donor Relations

· Support the work of the Alumni Engagement Officer to further develop and maintain a vibrant alumni network, including UK‑based and international former pupils and parents.

· Maintain donor stewardship programmes, ensuring timely acknowledgements, personalised communication, and meaningful updates.

· Build a strong culture of philanthropy across the school community.

· Work with the Headteacher and staff to support relationships with past parents, governors, and friends of the school.

Events & Communications

Plan and deliver events, including: 

· Alumni reunions

· Donor receptions

· Community fundraising events

· Virtual events for international families

· Create and manage engaging relevant content for newsletters, social channels, and the school website.

· Work with the school’s admissions and marketing teams to ensure messaging is cohesive and globally accessible.

Data & Administration

· Maintain accurate and GDPR‑compliant donor, prospect, and alumni records.

· Prepare reports on campaign performance and supporter engagement.

· Manage budgets for fundraising initiatives and events.

· Ensure that development records and processes are well organised and scalable.

Personal Specification (Knowledge, Skills & Attributes)
Essential requirements for the role:

· Experience in fundraising, development, marketing, alumni relations, or community engagement.

· Strong relationship building skills with cultural awareness and sensitivity to international audiences along with knowledge of building stakeholder engagement and networking experience.

· Excellent written and verbal communication skills.

· Confident managing digital communication channels and CRM systems.

· Proactive and self‑motivated, with strong organisational skills.

· Ability to work independently and as part of a wider team.

Desirable requirements:
· Experience working in a school, charity, or international environment.

· Understanding of the boarding school sector and the needs of families living abroad.

· Experience delivering events in-person and online.

· Familiarity with donor development and fundraising best practice in the UK.
· Knowledge of French and/or Spanish languages
Working Hours and Benefits
· Part-time (typically 16 hours per week).
· Salary will be commensurate with experience and will have an element of commission/results based remuneration.
· Flexible working arrangements, including some remote work and some evenings/weekends.

· Pension scheme and access to school facilities.

· Opportunities for professional development.
· School lunch provided when on site.
Safeguarding
Northbourne Park School is committed to safeguarding and promoting the welfare of children. Candidates will be required to complete an application form and produce original documentation of certificates and degree qualifications. An enhanced DBS clearance check will be undertaken for the successful candidate. All staff members at the School are expected to fulfil their obligations and responsibilities in safeguarding and promoting the welfare of children.
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