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Job Description
Corporate Partnerships Coordinator
Trees for Cities have a strong track record of delivering high quality and bespoke urban tree planting projects and edible playgrounds.

Our London and regional urban forest programme is a core focus for the charity.  We now plant 100’s of 1000’s of trees each year through a programme of urban tree planting projects including; street trees, orchards, woodland creations, parks, open green spaces, estates and school projects. 

Why you’re here. If you only remember one thing – remember this!

Trees for Cities plants trees and greens cities, massively benefitting people and the environment.  Our activities are very attractive to companies, and naturally lead to professional, relevant and compelling corporate services.  This is an exciting time for Trees for Cities and our Corporate Services Team. We have grown considerably over the last few years and plan to continue to grow and develop further over the coming years carrying us through the tying economic times.  

The Corporate Partnerships Coordinator will be integral to our small team in achieving our ambitious goals.  

What you’ll deliver

· Develop and coordinate a portfolio of corporate partnerships

· Research markets and subject matter to provide the team with the tools to stay ahead (such as corporate sustainability objectives, the environmental offsetting market, commercial tenders)

· Design new projects and concepts to present to potential partners

· Report on projects and services

· Actively support the team with data management and the integration of the new CRM data management system 
How we’ll measure it

· Achieving of personal income targets and contribution to team achieving annual income targets

· Quality and thoroughness of research

· Quality and timeliness of reports

· Repeat partnerships

What you’re responsible for

· Comprehensive research to ensure that we stay at the forefront of providers of the services we offer, that those services are as attractive as they can be to businesses and available where business will look for them

· Create attractive, informative and engaging reports for the large majority of our corporate partnerships

· Coordinate auditing for our environmental offsetting service by producing reports that adhere to strict guidelines and coordinating verifier site visits 
· Developing and coordinating a portfolio of partnerships, currently with existing and warm leads

· Work on long-term projects like creating a portfolio of corporate foundations and prospects, the development of new promotional material 

· Support the Corporate Partnerships Director with various activities helping to sustain and grow our income

· Administrative duties

· Working closely with other teams at Trees for Cities to streamline internal communications and procedures and external communications for corporate partnerships
· Updating the Corporate Services section of the Trees for Cities website
· Updating the departmental part of the charities CRM
Work Experience

· Proven experience of descriptive and scientific research 
· Proven experience of quality report writing

· Experience of sales / partnerships with or for businesses

· Experience of working with data / client management systems

· Experience of working in a charity is an advantage, but not essential

Technical knowledge and skills

· Very strong written skills

· Excellent attention to detail

· Good perseverance and the ability to push projects through to completion

· Research skills

· Highly computer literate with experience of MS word and the ability to adapt knowledge to learn new software
· Report generation

· Strong administratively

· Good people skills with the ability to communicate ideas and opinions 
· A passion for trees and the urban environment

· A team player

· Energy, drive and ambition
