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Mayfield is seeking to appoint an experienced and highly motivated Development and Alumnae 
Relationship Manager to join the established and thriving Admissions, Marketing and Development 
department.  This new role is a key position within the School and the successful candidate will be 
responsible for the delivery of a strategic development and engagement plan.  
 
Mayfield 

Mayfield is a vibrant, happy and successful independent Catholic boarding and day school for girls 

aged 11 to 18.  Founded in 1872, the School is set within 75 acres of beautiful Sussex countryside, 

conveniently located just outside Royal Tunbridge Wells, within an hour of central London by train 

and with easy access to Gatwick and Heathrow airports. 

Mayfield is successful in unlocking and developing the unique potential and talent of each girl in an 

inspiring learning environment.  A Mayfield education combines academic excellence, breadth of 

opportunity and exceptional pastoral care. One of the School’s greatest strengths is its proven ability 

to unlock and develop the unique potential and talent of each girl in an inspiring learning 

environment.  There are currently almost 400 pupils in the School of which almost half are boarders. 

The School enjoys excellent facilities, including an award-winning Sixth Form Centre; a specialist 

Science Centre; internationally renowned creative arts teaching and learning facilities; an indoor 

swimming pool; a Technology Suite and a first-class Equestrian Centre on campus. 

School Ethos 



The vision of Mayfield’s founder, Cornelia Connelly, to educate young women to respond to the 

needs of the age remains central to the School’s education philosophy today.  We are committed to 

helping each girl discover and develop her unique talents, to be herself and to make that self the 

best it can be.  Our Catholic heritage, which remains fundamental to the life of the School and 

provides a moral and spiritual framework for daily life, encourages integrity, generosity, compassion 

and courage within an inclusive community, which welcomes all.  The School’s motto ‘Actions Not 

Words’ is embodied in our voluntary service programme, which promotes a spirit of personal and 

social responsibility. 

Principal duties and responsibilities 

 

Fundraising 

Undertake research to deliver the School’s Development strategy by identifying prospective support 

across a range of fundraising initiatives, including Annual Giving, Legacy Programme, Bursary 

Programme and Capital Campaigns. 

 

Support the Director of Development to cultivate, solicit and steward gifts in support of the School’s 

strategic priorities, together with management of the portfolio of donors and prospective donors as 

appropriate. 

 

Play a key role in designing, delivering and attending fundraising events and engaging with donors 

and prospective donors to maximise support for the School. 

 

Manage enquiries from donors, prospective donors and others in a welcoming and helpful manner 

at all times, ensuring requests for information are acted upon with efficiency. 

 

Manage the administration of all gifts to the School, ensuring donations are acknowledged in a 

timely manner, recorded accurately on Raiser’s Edge and gift aid is claimed as appropriate. 

 

Reconcile donations in conjunction with the Bursary. 

 

Ensure all fundraising activities comply with current legislation and regulations. 

 

Communication  
Manage the Development portal of the School website ensuring all content is up-to-date and 

engages all elements of the community.  

 

Create a range of publications, including annual print magazine, online newsletter, and literature to 

support alumnae engagement and fundraising initiatives to enhance relationships and encourage 

support for the School. 

 

Generate content for the alumnae social media platforms and liaise closely with the Marketing 

Manager in relation to the communication of the School’s social media to ensure consistency of 

messaging. 

 

Liaise with the Admissions team and Outreach Coordinator to ensure recruitment events are 
communicated effectively to the alumnae and wider Mayfield School community to enhance pupil 
recruitment. 



 

Maintain close links with the Old Cornelian Association (alumnae association) to ensure continuity 

between the School and engagement through the Association.  

 

Events and Engagement Initiatives 

In agreement with the Director of Development, design and deliver a range of events to 
engage/reconnect alumnae, former parents, current parents and other friends of the School with 
Mayfield, e.g. reunions, concerts, Live Crib, lectures and fundraising events. 
 
Solicit the support of alumnae for a range of other school events including lectures, careers 
presentations and Prize Giving celebrations.   
 
Provide support for Mayfield’s Careers and Work Experience Programme by identifying contacts 
within the alumnae, parent and wider Mayfield School community bodies.   
 
Provide support to alumnae through the University Mentoring Scheme and a series of networking 
and other events.  
 
Development Database  

Maintain the database (currently Raiser’s Edge) with professionalism and accuracy and in line with 

current data protection laws. 

 

Ensure all records are kept up-to-date and information is shared, with discretion, with appropriate 

staff, e.g. Headmistress, Director of Development etc. for the purposes of enhancing relationships 

and support for the School. 

 

Identify new members to connect with through social media, connected alumnae and the wider 

school community. 

 

Generate reports, as required and requested, using information from the database to undertake 

research and support the School’s engagement and fundraising activities.   

 

 

Person Specification 

Essential: 

Previous experience of fundraising, preferably within an education environment. 

Proven experience of securing, managing and developing giving relationships with individuals. 

Proven track record in fundraising. 

Ability to multi-task and to prioritise and manage a varied workload with accuracy and at a fast 
pace to meet deadlines. 

Proactive, with the proven ability to work autonomously and take responsibility for actions. 

First-class communication skills with the ability to communicate both verbally and in writing and 
at a senior level. 

Proven ability to establish, sustain and share strong relationships with a range of relevant 
stakeholders.  

Professional and trustworthy to deal with confidential information. 

Flexible approach to working hours including the need to work some evenings and weekends and 
to travel overseas when required. 

Strong team player, with the ability to develop effective working relationships with colleagues. 



Knowledge of current fundraising legislation and regulatory requirements. 

Competent in the use of IT and experienced in the use of MS Word and Excel, with a willingness to 
adapt to new systems. 

Committed to the safeguarding and wellbeing of children and young people. 

 

Desirable: 

Experienced in the use and management of a relevant database, e.g. Raiser’s Edge.  

 

Terms of employment 

 Attractive salary commensurate with experience. 

 37.5 hour working week 

 Free on-site parking 

 Generous school fee discount and complimentary use of the School’s excellent leisure and dining 

facilities. 

 Six month probationary period. 

 

Safeguarding 

Mayfield School is committed to safeguarding and promoting the welfare of children and expects all 

staff and volunteers to share this commitment.  All appointments will be subject to a satisfactory 

enhanced DBS disclosure. 

How to apply 

Application forms are available on the School website – www.mayfieldgirls.org/vacancies.     

Application forms should be returned to the HR Manager via email to hr@mayfieldgirls.org or post 

to Mayfield School, The Old Palace, Mayfield, East Sussex TN20 6PH. 

The deadline for applications is 17 January 2020 at 09:00 am.  Interviews will be held in the week 

commencing 27 January 2020. 
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