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Thank you for enquiring about the post of Development Manager at Sheffield Cathedral. We 

hope that you will find this information pack useful, and that you will consider applying for 

this interesting post.  

 

The Cathedral is seeking an experienced fundraiser to join our staff team. We would 

welcome candidates with a good understanding of fundraising in the arts and heritage 

sectors. The role will focus on growing the Cathedral’s unrestricted income, particularly from 

legacy giving, corporate partners and individual giving.  

 

You will work with the Chief Operating Officer and be responsible for the work of the 

Fundraising Officer (part-time).  Excellent communication skills, self-motivation and a 

pragmatic approach will be sought after. 

 

This is a full-time role (40hrs), flexible working may be available. 

 

Applications should be made using the application form which can be found on the 

Cathedral’s website www.sheffieldcathedral.org. The form together with a covering email 

should be sent to nicola.burgin@sheffield-cathedral.org.uk by 12 noon on Friday 1 March 

2019. 

 

Interviews will be held at the Cathedral on Thursday 7 March 2019 

 

 

Fran Joel 

Chief Operating Officer 

 

February 2019 

  

http://www.sheffieldcathedral.org/
mailto:nicola.burgin@sheffield-cathedral.org.uk


About the Cathedral 

 
Sheffield Cathedral was first built in 12th century and is the oldest building in the city in continuous 

use. The building tells the history of Christianity in Sheffield and of the stories of the people living 

and worshipping here. Formerly the parish church of Sheffield, it was granted cathedral status in 

1914. The Cathedral stands as sign of God’s love for all who visit. We are open every day of the 

year; a place of sanctuary and meeting, of exploration and excellence, a place for all people. 

 

 

Our history 

 

The Cathedral tells the story of Sheffield, from its origins in the early 12th century when William de 

Lovetot built the first Church on this site, through the town’s development and growth over the 

centuries, to the vibrant and diverse city it is today. The Sanctuary, the most easterly part of the 

Cathedral, dates to the Norman church that stood here. The chevron stonework of the original 

church can still be identified on the east wall, although it is thought that the Norman church was 

destroyed in the 13th century and stone was reused by the stonemasons building the church here 

in circa.1430.  

 

The chancel, tower and spire completed the medieval parish Church in the early 15th century, 

built in the perpendicular style typical of many English churches. The tower and spire of the 

church has dominated the Sheffield skyline for six hundred years. The cancel houses the 

beautifully carved canons’ stalls and Cathedra, the seat of the Bishop, which was designed by Sir 

Charles Nicholson in the 1930s. The roof of the chancel features gilded angels which date from 

the medieval church although their wings were added in the 1960s.  

 

After gaining Cathedral status in 1914, plans were drawn up to extend the building. In the 1930s 

the building was extended to the North with the addition of the Crypt Chapel of All Saints, the 

Chapel of the Holy Spirit and St George’s Chapel (this would have been the Sanctuary of a much 

larger and re-orientated Nave). This extension also included the addition of the Cathedral corridor 

and Chapter House. The plans would have seen the extension of the Cathedral out across the 

Cathedral Square to where the tram stop is now located, however the outbreak of the Second 

World War halted the plans and they were never resumed.  

 

Over the last 15 years there has been further redevelopment to make this ancient building suited 

for its modern-day purposes. In 2007, the Community Resources Centre (CRC) was opened. The 

facilities comprise a suite of meeting rooms, gallery space (now the Cathedral’s coffee shop) and 

the Cathedral Archer Project, a day centre for homeless and vulnerable people. This was the first 

phase of larger plans to re-order the Cathedral which were completed in 2013. The Gateway 

Project included the building of a new entrance, the renewal of the Cathedral heating and lighting 

systems, new flooring and redecoration, replacing the pews with movable benches and the 

implementation of a scheme of heritage interpretation. The project brings the material heritage of 

the Cathedral alive for heritage visitors and pilgrims alike. 

 

 

 



The Cathedral today 

 

Today the Cathedral embraces its role as the mother Church of the Diocese of Sheffield. The 

Diocese has a population of 1.25 million, covering most of South Yorkshire and parts of the East 

Riding of Yorkshire, but centred around the commercial districts of Sheffield, Rotherham and 

Doncaster. Sheffield Cathedral sits at the southern-most point of the Diocese and despite the 

geographic distance, the Cathedral remains connected to parishes across the Diocese.  

 

 Sheffield Cathedral receives over 200,000 visitors per year. Around 10% of our visitors come to 

share in our pattern of daily liturgy, with average Sunday morning eucharist attendance of 165 

and weekday evensong attendance of 32. The Cathedral’s worship reflects the richness of 

Anglicanism; its sacramental ministry and choral tradition. Around 18% of those who visit come to 

use our retail outlets; our coffee and gift shops. The remaining visitors come to experience the 

heritage of our ancient building, to enjoy the stillness of this sacred space or to participate in the 

range of activities on offer.  

 

 It has been five years since the completion of the Gateway Project and in that time our approach 

to visitors has been transformed. The Cathedral is open every day of the year and there are 

always Welcomers and Guides on duty to greet visitors when they arrive and support them as 

they journey through the Cathedral. Visits are enhanced by the interesting displays and literature 

available and we have a colourful, comprehensive guidebook available for visitors to purchase in 

the gift shop, where there are a range of other gifts and souvenirs to take away. Our specialist 

education volunteers cater for our group and school visits and there has been some particular 

work to develop this over the last twelve months. Our coffee shop has won awards for the last 

two years and is popular with both visitors to the Cathedral and others in the city.  

 

 We have a weekly programme of activities from heritage talks and specialist tours to recitals, 

concerts and exhibitions. We work closely with Sheffield City Council and Sheffield’s two 

Universities to engage with their activities including the Festival of the Mind and Off the Shelf. 

The Nave is regularly hired for banquets, receptions and other events and Chapter have fully 

embraced the need to be commercial in its outlook if the Cathedral is to be sustainable.  

 

Governance 

 

Sheffield Cathedral is governed by the Cathedrals Measure of 1999 and by its own Constitution 

and Statutes which conform to the Measure. The Cathedral Chapter has 10 members; the Dean, 

Canon Precentor and Vice Dean, Canon Missioner, Treasurer, Deputy Treasurer, two 

Churchwardens, an Honorary Canon and two further members appointed by the Bishop. The 

Chief Operating Officer and Chapter Clerk are in attendance. Chapter is chaired by the Dean and 

meets monthly. Chapter is supported by the Cathedral Executive Team comprising the Dean and 

Residentiary Canons, the Chief Operating Officer and the Director of Music. The CET meet 

weekly to discuss operational matters and implement Chapter’s strategy.  

 

The Cathedral has a small but dedicated staff team (15 full time equivalents plus a professional 

choir of Choristers, Lay Clerks and Choral Scholars) who support of the day-to-day running of the 

Cathedral for liturgy, events and visits. The Cathedral is also supported by over 150 volunteers 

who have a wide range of expertise and support Cathedral life and mission.   



JOB DESCRIPTION – DEVELOPMENT MANAGER 

 

JOB TITLE: Development Manager 

REPORTS TO: Chief Operating Officer 

RESPONSIBLE FOR: Fundraising Officer 

BASED AT: Sheffield Cathedral 

CURRENT POSITION HOLDER:  

 

SUMMARY OF ROLE: 

Devise, implement and review fundraising strategy that maximises unrestricted income from 
individual donors and the corporate sector and secures support from Trusts and Foundations 
 
Plan, manage and monitor the fundraising budget, agreed with Chapter, taking a proactive 
approach to the management and delivery of fundraising targets.  
 

 

DUTIES & RESPONSIBILITIES 

Management Responsibilities: 

1.  To report to the Chief Operating Officer and to contribute to and deliver against the 
fundraising committee plan. 
 

2.  To devise and implement a fundraising strategy including corporate sponsorship, 
individual donors, legacy giving, visitor giving, major funding bodies, campaigns and 
appeals to support the Cathedral’s activities. 
 

3.  To act as a representative of the Cathedral and to liaise with partners and supporters 
in the arts, business, community and academe; managing relationships and funding 
agreements as appropriate. 
 

4.  To collaborate with a wider team including Clergy, colleagues, Chapter and Sheffield 
Cathedral Enterprises to identify, initiate, plan and deliver fundraising opportunities 
and to develop funding proposals and pitches. 
 

5.  To lead, develop and performance manage the fundraising team and ensure the 
individual and team income targets are achieved. 
 

6.  To oversee the delivery of fundraising events, appeals and campaigns that raise the 
profile of the Cathedral, generate unrestricted income and engage corporate 
support. 
 

7.  To review the database and implement donor profiling, implement a major donor 
programme and work with the Chief Operating Officer to develop a detailed donor 
stewardship programme. 
 

8.  To oversee the management of the Cathedral’s Patron scheme and develop and 
implement plans for its sustainable growth. 
 

9.  
To ensure the Fundraising department’s activities are fully compliant with the 
Cathedral’s ethos. This will entail an awareness of the legal requirements, agreed 



procedures and guidelines and with reference to HMRC regulations in respect of 
VAT and Trading implications, liaising with the Chief Operating Officer. 
 

10.  To fully comply with the Cathedral’s data protection policy and the requirements of 
the GDPR 2016/679. 
 

11.  To be responsible for the production and management of delegated budgets and to 
record, monitor and evaluate all fundraising activities and income. 
 

General Duties: 

12.  Comply with all Cathedral policies. 

13.  Carry out any reasonable request from The Dean, Canons or senior management 
team. This could include any task deemed to be within my capabilities. 

14.  Maintain a healthy and safe environment for yourself, colleagues and visitors – 
reporting and dealing with any hazards as necessary. 

 
At Sheffield Cathedral we all need to work together to reflect our strategy and vision; this 
makes team work vital. Whilst we all have our own specific duties related to our skills and 
expertise, it is important that we all co-operate and collaborate with each other and all 
departments, undertaking the general duties that we are all able to do.  
 
We are in a changing environment and the detail of this job description will evolve to reflect 
these changes, through conversation and practice. Our job descriptions are linked to our core 
competencies and behaviours, which explain ‘how’ we should do our jobs. We will endeavour 
to update the job description on an annual basis and we will use it as part of managing 
performance. 
 
  



PERSON SPECIFICATION – DEVELOPMENT MANAGER 

Terms and Conditions: 

Salary  £28,000 

Holidays 26 days plus bank holidays 

Pension 3% Auto-enrolment 

Benefits Westfield Health 

 Access to reduced rate Personal Fitness Trainer 

 
The post holder will be a passionate and committed champion of Sheffield Cathedral and will 
foster a culture where the whole team are vital advocates for the charity; encouraging giving 
at every level.  
 

 Essential  
Requirements 

Desirable 
Requirements 

Method of 
Assessment 

Qualifications 
 
 
 
 
 

Relevant degree or 
postgraduate qualification 
 

IOF membership. 
Relevant leisure or 
related professional 
or academic 
qualification. 

Application form/ 
Certificates 
 
 
 

Experience 
 
 
 
 
 
 
 

Proven experience in the 
fundraising sector and as a 
manager in the charity sector. 
 
Extensive experience of 
preparing successful fundraising 
proposals  
 
Experience in appropriate 
methods of cultivating 
relationships with public sector, 
major donor or corporate 
funders. 
  
A track-record of securing 
sponsorship.  
 
A proven track-record of 
initiating and delivering 
successful fundraising 
campaigns. 

Experience of 
working the charity 
or religious sector. 
 
Good understanding 
of the challenges 
and opportunities 
facing a heritage 
building. 
 

Application 
Form/ Interview 
 
 
 

Knowledge & 
Skills 
 
 
 
 
 
 

Broad knowledge and interest in 
the heritage sector. 
 
Excellent communication, 
presentation, negotiation and 
persuasion skills; able to 
communicate clearly and 
accurately to promote 
understanding and commitment. 
 

High level of 
computer literacy. 
 
Knowledge of the 
Church of England – 
ethos, operations 
and vision. 

Application 
Form/ Interview/ 
Selection tests 
 
 



Sophisticated understanding of 
the principles of donor 
acquisition, development and 
retention. 
 
Ability to manage a complex and 
demanding workload and deliver 
against agreed targets and 
deadlines to a high standard. 
 
Excellent analytical, numerical, 
and written skills.  
 
A sound knowledge of tax law 
with reference to Gift Aid and 
VAT.  
 
Able to work with people with 
expertise in a wide range of 
disciplines. 
 
Computer literate with 
knowledge of Microsoft Office 
and Excel. 
 

Personal 
Qualities 
 
 
 
 
 
 

Confident about developing 
effective relationships with 
external agencies, supporters, 
donors and sponsors. 
 
Ability to think strategically and 
see a bigger picture. 
 
Excellent interpersonal and 
negotiation skills 
 
Committed to providing the 
highest standards of customer 
care through monitoring and 
evaluation 

 Interview/ 
Selection tests/ 
Presentation 
 
 

Motivation & 
Expectations 
 
 
 
 
 
 

Able to work on own initiative to 
a high standard. 
 
Determined and results oriented 
 
Strong commitment to team 
working and staff development 
culture. 
 
Flexible approach to work and 
working hours. 
 
Enthusiastic and committed to 
excellence. 

 Application 
Form/Interview 
 
 
 
 

 


