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JOB DESCRIPTION 

Client Relationship Manager 

The role  
The Client Relationship Manager is a new role with responsibility for developing and expanding Oxfordshire 
Community Foundation’s (OCF) network of private donors. The role will work with individuals, families, 
businesses, trusts and professional advisors to promote the services that OCF can provide, including 

philanthropy advice, charitable giving, legacy planning, and trust migration.  

The role requires the highest levels of integrity and professionalism.  

Reporting to: Chief Executive  

About OCF 
Oxfordshire Community Foundation (OCF) works to improve lives by addressing social and economic 

disadvantage. We tackle the most pressing social problems locally through our front-line programme of 
grants and through strategic partnerships focused on homelessness, educational inequality, loneliness and 

isolation and digital exclusion. 

Despite its wealth and success, our beautiful county contains a number of shocking and upsetting social 
problems. As part of our work, we uncover these issues and understand what causes them. We then bring 
together charities, philanthropists, businesses and the public sector to research, design, and fund long-
term solutions. 

Our vision:  

Effective philanthropy, thriving communities. 

Our purpose:  

Drive social change in Oxfordshire by tackling disadvantage and exclusion. 

Duties and responsibilities  
The Client Relationship Manager will: 

1. Work with professional advisors to communicate the work of OCF, introduce philanthropic solutions 
for their client base, and develop income (for funds and endowment) from charitable giving, 
legacies and trust migration 

2. Identify new private donors and work with them to help develop and deliver their philanthropic 
ideas and ambitions, in line with OCF’s strategic priorities 

3. Identify and manage relationship with suitable trusts and foundations, coordinating all OCF contact 

4. Work with the team to onboard and steward new donors, ensuring a consistent and high level of 

service, including thanking  

5. Support events and activities that introduce new donors to OCF 

6. Further develop activity to engage new supporters, including the Patrons and Friends programmes 

7. Report on and maintain accurate donor and prospect information using OCF database (salesforce) 
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8. Identify opportunities and content for donor, supporter and prospect communications 

9. Represent OCF to ensure that its profile, integrity and reputation is protected and where possible 
enhanced 

10. Develop effective working relationships with staff, trustees and volunteers to maximise their 

contribution to the successful development of the organisation 

11. Support and deliver other projects and tasks that might occur and contribute to the overall 
organisational objectives, in line with skills and experience 

 

Knowledge, skills and experience  

• Interpersonal, networking and relationship building experience, plus the ability to represent OCF 

professionally to diverse audiences 

• Evidence of managing high-quality relationships with senior executives, high-net-worth individuals 
and trusts 

• Understanding of high-net-worth financial planning needs and the benefits of charitable 
investments/ donations 

• Excellent communication and negotiation skills, including spoken, written and presentation skills – 
on the phone, online and in person 

• Proven organisational, project management and research skills 

• Database management experience, to record and report information on potential supporters and 
new donors, as well as analyse and manipulate data to plan future action and activities 

• A good team player who relishes communal success 

Salary and benefits 
• Salary – £35–40,000  

• Full time – 35 hours per week, flexible hours and some home working  

• Part-time role considered at full time rate for exceptional candidates, and job share arrangements 
will be considered 

• Holiday – 25 days plus Bank Holidays  

• 3% pension contribution  

How to apply 
To apply for this post, please submit your CV and a completed role competencies form to 
recruitment@oxfordshire.org. The closing date for applications is Monday 21st June 2021, with interviews 
planned for 1st or 2nd July 2021, and a desired start date of September. 

If you wish to discuss the role or OCF informally before you apply – please request a meeting by emailing 
the address above.  

https://oxfordshire.org/wp-content/uploads/2021/05/CRM-role-competencies-form.docx
mailto:recruitment@oxfordshire.org

