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Who we are:  Vincents is a community art workshop established in 1985 primarily for people where circumstances or disability preclude participation in the wider community, Vincents promotes the social, intellectual, artistic and creative pursuits that enrich people’s lives.      [CONSTITUTION Object (a)]
Our Vision: Changing lives through Art
Our Structure: Vincents is an Incorporated Society with charitable status. Governed by a committee. 

	
	  Position details

	Title
	Funding Manager / Kaiwhakahaere Pūtea, 16 hours per week

	Reports to
	Coordinator / Kaiwhakahaere of Vincents Art Workshop (Inc)

	Principal objective
	To grow and sustain Vincents’ funding so its kaupapa, artists, and community can thrive.



	Responsibilities and key performance indicators



	1.  Maintain contract funding requirements
	Performance measures

	a.  Write and submit funding applications to secure finances for Vincents Art Workshop.
	· Funding applications are submitted in a timely fashion, utilising each organisation’s funding portal or other application processes. 
· Funds applied for match our budget expectations. 

	b.  Liaise with the coordinator to ensure all funding applications reflect Vincents’ kaupapa.  

	· Funding applications are aligned with our constitution and meet Incorporated Societies requirements.

	c. Maintain Vincents’ accountability for current funding. 
	· Funding reporting requirements are completed on time. 

	d.  Prepare a monthly written summary of funding progress to the Coordinator to inform monthly reports to the committee. 
	· Committee members are kept informed of funding progress. 

	f. Maintain the funding calendar. 
	· Funding calendar is up to date and includes application deadlines, reporting deadlines and possible new funding grants. 





	2. Action fundraising initiatives
	Performance measures

	a. Explore and action new fundraising initiatives to improve Vincents’ long-term financial position.
	· New initiatives are actioned, covering the 7 recognised funding streams: Grants, Contracts, Earned Income, Fundraising Activities, Sponsorships, Donations, Membership.

	b. Work with the Coordinator to develop ideas for new community projects and initiatives which may attract funding / sponsorship.
	· Identify community projects which may attract funding, and work with the staff team to deliver projects. 

	c. Organise events to attract potential donors / sponsors. 

	· Events are held successfully. 

	d. Enhance the Friends of Vincents FOV programme for monthly donors. 
	· Maintain communications with FOV members.
· Organise events to acknowledge and celebrate current Friends of Vincents. 
· Attract new FOV members. 



	3. Work environment
	Performance measures

	a. Maintain an open and cooperative working relationship with the coordinator, staff, artists and committee.
	· Evidence of collaborative productive relationships with all stakeholders.

	b. Comply with all Health and Safety regulations.  Maintain vigilance for situations that may cause risk to safety and take steps to mitigate and minimise risk by identifying and reporting potential hazards.
	· Potential hazards are identified and appropriate controls implemented.


	c. Attend and contribute to staff meetings when required. 
	· Contribute as part of our staff team. 

	d. Uphold Te Tiriti o Waitangi values in the workplace. 
	· Demonstrates commitment to Te Tiriti o Waitangi.
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