
 

 

VACANCY ANNOUNCEMENT: 

INSTITUTIONAL FUNDING MANAGER 

 

ABOUT OXFAM SOUTH AFRICA 

Oxfam South Africa is a social change influencing organization committed to a 

world without poverty and injustice. We work at multiple levels of society for 

lasting solutions, challenging the systems and structures of power which 

perpetuate poverty and inequality, and intervene in practical ways to end 

suffering where needed. Oxfam SA is the first African affiliate of Oxfam 

International (OI), a global confederation of 19 affiliate organisations working 

together across more than 90 countries of the world for a just world without 

poverty. As a member of an International network, Oxfam SA takes an 

international perspective to our work, shining a mirror on global causes of 

local problems and helping mobilise the power of people across geographies 

to take collective action for a better world for all.  

 

Oxfam SA has developed an ambitious strategic plan to advance its vision. 

We are looking for a bold, dynamic and technically sound strategist to lead the 

organization in its journey of becoming an innovator and key contributor to 

practical change in its home country, continent and more broadly.  

 

CORE DETAILS 

Location  -Johannesburg 

Level - C1 

Contract Type - Fixed Term (1 year)  

Hours of work - Full time – 5 days per week 

Reporting to    -  Executive Director 

Staff reporting to this post - None 

 

OUR VALUES 

All our work is led by three core values:  

 

1. Empowerment. Everyone, from our staff and supporters to people 

living in poverty, should feel they can make change happen.  
 

2. Accountability. We take responsibility for our actions and hold 



 

ourselves accountable. We believe that others should also be held 

accountable for their actions. 

3. Diversity and Inclusiveness. We are open to everyone and embrace 

diversity. We believe everyone has a contribution to make, regardless 

of visible and invisible differences. 
 

OXFAM SOUTH AFRICA’S PURPOSE 

Mobilising people’s power for justice and lived freedom. 
 

OXFAM SA FUNDING TEAM PURPOSE 

 Raise funds for Oxfam South Africa Programs, ensuring quality and 

consistency in relations with donor institutions and supporting the 

programme teams in planning and management of its income. 

 Seek new sources of institutional funding, support and lead the design 

of proposals in accordance with donor requirements and coordinate the 

accountability process. 

 Manage the portfolio of OZA institutional donor contacts and contracts 

 

JOB PURPOSE  

 To lead, manage and implement Oxfam South Africa’s Institutional 

Fundraising Strategy. 

 Raise Institutional donor funds for Oxfam South Africa 

 Develop and implement the Institutional fundraising portfolio for South 

Africa (National, Continental and International) in coordination with 

Oxfam affiliates network. 

 Manage financing for sustainability of the program in South Africa 

 Coordinate relations with the funding units of Oxfam affiliates and 

maintain up to date information on new donor opportunities and 

relevant calls for tenders for the country. 

 Lead the local institutional fundraising process in South Africa 

 Support programme personnel in the formulation, preparation and/or 

review of proposals and subsequent report. 

MAIN DUTIES AND RESPONSIBILITIES 

1. Strategic Leadership 

 Develop, manage and increase OZA’s institutional funding portfolio 

and income at the national and international levels in coordination 

with the programme staff and other Oxfam affiliate fundraising units. 

 Research and compilation of information on internal and external 



 

financing sources at the country level. 

 Lead and support frequent internal and external negotiations with 

institutional donors. 

  Analyse information on the work, as well as the context in which the 

programmes are developed in order to maximize opportunities for 

financing the programmes. 

 Maintain regular contact with internal players at various affiliate 

levels at the national, regional and global levels. 

 Contributing in ensuring that Oxfam South Africa’s program work is 

good quality. 

2. Fundraising 

 Lead the creation and implementation of an innovative and 

ambitious Institutional fundraising strategy with clearly articulated 

targets. 

 Raise and meet ambitious fund-raising targets for the organisation 

through institutional donors. 

 Ensure OZA develops strong and dynamic relations with 

institutional donors 

 Develop and implement effective systems and processes for 

fundraising and donor relations 

 Coordinates with other departments for effective implementation of 

donor commitments and timely reporting. 

 Act at all times in the best interest of Oxfam while continually 

promoting the vision and mission within all sections of the 

community, as well as the media and at appropriate events. 

 Record all donor data and activities on the Oxfam South Africa 

database. 

 Management Reporting to all relevant stakeholders. 

 Any other tasks within the scope of the role as agreed. 

3. Management 

 Responsible for supporting the programme teams in developing, 

implement and following up on the financing strategy in close 

collaboration with marketing and fundraising staff. 

 Facilitate appropriate administration and quality control of the 

institutional donor fund portfolio. 

 Lead and formulate, in coordination with the programme staff, the 

preparation and presentation of proposals, control the quality of 

reports to donors in coordination with the programme and 



 

finance/administration staff 

 Support the programme teams in the management and renewal of 

the portfolio of possible sources of financing 

 Responsible for effective management of institutional donor 

relations. 

 Train the relevant country staff in fundraising and contract 

management to maximise OZA’s overall capacity for institutional 

fundraising. 

SKILLS, EXPERIENCE & KNOWLEDGE 

Experience 

 

 Minimum 5 years of experience in Institutional fundraising 

experience (e.g. EU, multilateral agencies, Trusts, Foundations and 

the South Africa Government). 

 

Skills 
 

 Excellent report and proposal writing skills 

 In-depth knowledge of Institutional Funding developments and 

trends in South Africa, the Southern Africa region and 

internationally. 

 Ability to represent Oxfam with donors, external stakeholders  

 Knowledge and professional experience in institutional fundraising 

and project formulation 

 Excellent communication skills-oral and written. 

 Skill in research, analyses and projections. 

 Skill in preparing narrative financial and budget reports 

 Skill in working effectively to achieve fundraising targets 

 Knowledge of NGOs with emphasis on gender and development 

programmes. 

 Skill in understanding and obtaining information and managing 

information. 

 Skill in transmitting knowledge to others about correct process 

procedures 

 Excellent time management and ability to work independently with 

little supervision. 

 Knowledge of and skill in working with programme and financing 

contract management systems. 

 Ms Office computer skills (Word, Excel and PowerPoint) 

 Electronic database experience 

 Ability to multitask and meet deadlines 



 

 Fluent knowledge of English-written and spoken 

 An understanding of the role Oxfam plays within the NGO sector 

and the South African political environment and how this can be 

leveraged with institutional donors. 

 Proven ability to work across the organisation to create and deliver 

against strategic plans and set targets. 

 Proven ability to build internal and external relationships which 

deliver on organisational departmental goals 

 Strategic thinking, entrepreneurial flair, forward thinking, innovative 

and dynamism with a problem-solving approach and ability to fully 

employ these attributes within own area of responsibility 

 Strong commitment to Oxfam’s mission and values 

 Ability to maintain a professional and presentable image at all times 

 Ability to work under intense pressure 

 Flexible approach to working hours-ability and willingness to work 

evening and weekends when necessary 

 Available for travel both locally and internationally 

 Valid passport 

 

The job description is not incorporated into the employment contract.  It is 

intended as a guide and should not be viewed as an inflexible specification as 

it may be varied from time to time in light of strategic developments following 

discussions with the post holder.  The post holder will be expected to work to 

agreed objectives, which should facilitate achievement of key responsibilities 

in accordance with the performance of the review process 

 

CLOSING DATE:   31 JANUARY  2017 

APPLICATION SUBMISSION: PLEASE SEND CV+ COVER LETTER AT OZAHR@OXFAM.ORG.ZA  

COMPANY URL:   www.oxfam.org.za 

 
 
Oxfam South Africa (OZA) reserves the right to not fill the position and / or to modify, remove 
or withdraw the job advert before the stipulated closing date.   
 
OZA is an equal opportunity employer and is determined to ensure that no applicant or 
employee receives less favourable treatment on the grounds of gender, age, disability, 
religion, belief, sexual orientation, marital status, or race, or is disadvantaged by conditions or 
requirements which cannot be shown to be justifiable. 
 
This work opportunity is open to South African Nationals and/or individuals who have 
acquired permanent residency status in South Africa or a valid right to live and work in South 
Africa.  
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