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JOB DESCRIPTION  

 
Job Title 
 

Gifts in Wills Officer 

Reporting to: 
 

Gifts in Wills Marketing Manager 

Department/Team 
 

Individual Giving, Gifts in Wills 
 

Location 
 

1 Westfield Avenue, London E20 1HZ 
 

Hours 
 

35hrs per week  

Salary/ Level 5 circa £30,000 per annum 
 

Duration 
 

Permanent 

Disclosure Level  Basic 
 

 
 

Position in the organisation 
The Gifts in Wills Officer is a key role within the Gifts in Wills team in Individual Giving.  
The Gifts in Wills Programme is responsible for encouraging supporters to consider including a 
gift to Unicef in their Will, for managing the stewardship of these supporters and for all probate 
administration upon receipt of notification.  It also includes the promotion and administration of 
the In Memoriam programme.  
 
Purpose of Post 
This is a key role within the Gifts in Wills team and it comes with responsibility of developing 
supporter events, internal promotion, and a variety of warm and cold marketing campaigns 
including digital, mail and telemarketing.  
 
This activity is a key part of an ambitious and exciting strategy in 2018/19 which will provide 
Unicef UK with the opportunity to reach new audiences and inspire them to consider leaving a 
gift in their Will which will maximise the amount of money we raise for children. 
 
The specific purpose of this post is: 
 

1. To develop and manage specific areas of the legacy marketing strategy including the in-
memoriam programme and supporter journeys 

2. To design, organise, execute and evaluate Gifts in Wills prospecting and pledger events 
3. To support in the planning and implementation of legacy marketing appeals across a 

range of media (including mail, digital and telemarketing) 



 
 
 
 
 

4. Manage and ensure appropriate capture and processing of supporter data in line with 
activity, performance tracking and compliance regulations   

5. Manage appropriate and timely response to supporter requests  
6. To liaise with internal teams and external suppliers on a day-to-day basis to ensure the 

smooth running of the legacy function and effective delivery of projects 
 
 
Responsibilities 
 
Supporting the planning and implementation of legacy marketing appeals across a range 
of media channels (including mail, digital and telemarketing).  

 Sourcing information and materials for Gifts in Wills campaigns 

 Working with external agencies and internal teams to produce copy and artwork, and 
coordinate data, artwork and scripts to be used for marketing campaigns 

 Develop strong relationships with key internal teams, fully briefing Supporter Services  
(and other relevant departments) on campaign activities 

 Provide administrative support to set up and monitor campaigns 

 Manage post-event procedures; setting up codes ensuring approach histories are up-to-
date on Unicef’s database, issuing thank you letters  

 
Design, organise and evaluate prospecting and pledger events.  

 Developing event concept and design format from conception to completion, in order to 
engage supporters and promote Gifts in Wills 

 Create and manage event plan and schedule 

 Deliver events within budget, time and resource allocation 

 Attend and manage event on the day 

 Run post-event analysis and generate performance report 
 
 
Managing the In-Memoriam programme (with support from the Gifts in Wills Marketing 
Manager).  

 Manage and develop administrative procedures and marketing materials 

 Provide support in planning and strategy development 

 Be the main point of contact for In Memoriam supporters; managing and developing 
relationships and delivery of supporter journeys; promoting better communications with 
In Memoriam supporters throughout the organisation  

 Responsible for regular competitor research  

 Manage reports to track performance to ensure activity is appropriately monitored 

 Ensure In Memoriam donations are appropriately recorded, coded, and all key supporter 
information is captured on Alms.net database for stewardship purposes 

 Supply agencies with the data required for telemarketing campaigns 
 

 

Other 

 Contribute to and support the planning process for the Gifts in Wills team, taking 
responsibility for aspects of the budget, reviewing and re-forecasting where necessary, 
and reporting on performance 

 Keep up-to-date on competitor activity regarding legacy marketing, passing this 
information to other members of the Gifts in Wills team 

 Explore and support digital campaigns, using a variety of  digital media to enhance the 
Gifts in Wills marketing programme 

 This role involves the post holder to work beyond the standard working hours as and 
when required (for example in an emergency situation, or attendance at events). Unicef 
UK operates a Time Off in Lieu policy. 



 
 
 
 
 

PERSON SPECIFICATION  
 

This section details the skills, behaviours and experience required for the role.  All criteria in the 
Person Specification are essential. 
 

Effective Behaviours Ability to… 
 

Criterion 1: 
Communication  
 

Anticipate and respond to the needs of an audience, adapting 
content, style, language and use of channel to deliver maximum 
clarity; present complex and difficult messages clearly and with 
impact. Able to work with both internal and external 
stakeholders to deliver on brief, on time and within budget. 
 

Criterion 2: 
Inspiring great team work  

Encourage a supportive and positive working environment 
where questions/opinions can be expressed appropriately; be 
flexible and adapt to change. 
 

Criterion 3: 
Efficiency and 
effectiveness  

Manage multiple projects and conflicting priorities to ensure that 
objectives are met and systematically plan projects to maximise 
performance and cost-effectiveness. Remain positive and 
quickly recover from set-backs, keeping problems in perspective 
and striving to maintain a high level of commitment. 
 

Criterion 4: 
Creating and innovating 

Contribute ideas, approaches and insights to the legacy 
marketing programme that enable innovation. Scan the external 
environment for trends, insights, ideas and best practice that 
could benefit Unicef and the team’s work. 

 

Criterion 5: 
Supporter driven 

Develop effective relationships with legacy supporter groups, 
enhancing their knowledge and involvement of Unicef’s work, 
applying the appropriate channel for communication – with an 
appropriate, measured and efficient response. 

 

Relevant Experience 
 
Criterion 6: 
Experience of supporting a team in a fast paced office environment. 
 

Criterion 7: 
Event management including concept, planning, execution and evaluation. 
 

Criterion 8: 
Basic digital fundraising, campaigning and marketing experience, plus experience of legacy 
marketing   
 

Specific Skills 
 

Specific Knowledge 

Criterion 9: 
Able to capture and manage data efficiently and 
appropriately, with knowledge of data 
management. Experience of using a CRM system.  

Criterion 10: 
Good knowledge of Microsoft Office, 
particularly Excel, Word and 
PowerPoint.  
 

 
 


