
Job Description 

 

Legacy Manager Grade: 9 

 

Directorate: Marketing & Supporter Development Location: HQ, WWT Slimbridge Wetland  

  Centre 

Reporting to: Head of Individual Giving 

 

Main function of post:  

To maximize legacy income by managing relationships with existing supporters, supporting legacy 

marketing and providing efficient stewardship of incoming legacies. 

 

Supervisory responsibilities: None 

 

Hours worked: 37.5 hours per week 

 

Working pattern: Monday to Friday (Flexible working considered) 

 

Main duties of the post 

1. Maximise WWT’s income from legacies under administration, through liaison with estate 

executors, their representatives and co-beneficiaries, and manage all other legacy administration. 

2. Input into the development of the supporter journey plans to ensure the targeted recruitment and 

retention of legacy prospects. 

3. Provide excellent stewardship of legacy prospects and pledgers, estate executors and families, 

building long term relationships. 

4. Act as the main point of contact for all legacy enquiries, dealing with queries in a sensitive manner. 

5. Provide timely reports on legacy income and pipelines, including quarterly reforecasts and monthly 

analysis. 

6. Liaise with project teams where work is or could be funded by restricted legacy income. 

7. Maintain up to date knowledge of the legacy market and any legal, regulatory and government 

budgetary changes related to legacy income. 

8. Support in other approaches to the portfolio of legacy pledgers where appropriate. 

In addition to the duties and responsibilities listed, the post holder is required to perform any other reasonable duties that 

may be assigned by the supervisor shown above, from time to time.    

Date raised:  April 2018 Amended:  



Person Specification 

1. Qualifications 

Essential:  

 Educated to Degree standard or equivalent 

 

Desirable: 

 Member of the Institute of Legacy Management 

2. Experience 

Essential:  

 Experience of working in legacy administration with a charity 

 Experience of using CRM databases for insight and reporting 

Desirable:  

 Good understanding of probate, trust and tax law, particularly income tax, inheritance tax and 

capital gains tax 

3. Managerial & Supervisory 

 

Essential:  

 Ability to supervise the work of other members of the team and volunteers when delivering legacy 

events and supporting marketing activities. 

4. Responsibility 

Essential: 

 Provide leadership for the organisation on all aspects of legacy fundraising 

 Responsible for staying abreast of relevant legal or accounting changes 

 High attention to detail 

 Collaboratively taking decisions related to sometimes complex legal matters 

 Able to adopt a flexible approach to managing a wide and varied workload, prioritising and 

delegating accordingly, ensuring achievement of targets  

Levels of Responsibility: 

Type of Responsibility Level (£’s) 

Expenditure (exc. payroll) £18,000 

Cash Handling £2,000,000 



5. Creative Ability 

Essential: 

 Good analytic skills and highly numerate 

 Ability to use insight to identify opportunities for growing support 

 Ability to develop opportunities for engaging new and existing supporters in WWT’s work 

 An innovative and creative approach to identifying and developing projects to present to legacy 

pledgers and the families of legators 

6. Contact 

Essential: 

 Excellent communication skills, both written and verbal, including confident and capable 

presentation skills 

 Ability to be diplomatic and empathetic when discussing difficult issues and talking to bereaved 

families 

 Strong influencing and negotiation skills when working with solicitors and executors 

 A highly professional approach to building and maintaining relationships across the organisation 

 

General Notes 

This is a full time position based at Slimbridge Wetland Centre and will require evening work and 

occasional weekend work to meet the needs of the post.  A current driving licence and an ability to 

travel within the UK are required.  Flexible working will be considered for the right candidate. 


