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Job Description 
 

Post Title:  Fundraiser  
Grade: £22,000 - £25,000 plus milestone bonuses (subject to initiative, 

knowledge and experience) 
Hours of work: 37.5 hours per week (plus evenings and weekends where necessary) 
Responsible to:  Charity Manager 

 
Job Context 
 
To support the Charity with all fundraising activities and to achieve revenue targets as directed 
by the Charity Manager and to use time and resources proportionately and effectively. 
 
Main Duties and Responsibilities: 
 

   To assist the Charity in the following matters: 
 

(a) Seeking new business opportunities, through research and identification of direct 
approaches and securing new partnerships 

(b) Promoting the positive and consistent message of the Charity and to represent the 
Charity as required 

(c) Implementing activity planning to generate income through local community and 
corporate fundraising activities 

(d) Working with colleagues and partners to ensure that community events and activities are 
marketed and supported locally 

(e) Developing and producing an annual community and corporate fundraising events 
program for distribution as appropriate 

(f) To be responsible and assist in bid writing and grant / funding applications 
(g) Building relationships with a variety of funders and explore potential funding and 

partnership opportunities, including research and profile preparation where required 
(h) Overseeing a range of fundraising activities including securing sponsorship, fundraising 

events, open days and networking with appropriate organisations at a variety of events 
(i) The effective development of Charity’s fundraising database relating to donors and 

supporters, ensuring they are kept informed of the organisation’s activity whilst building a 
comprehensive CRM process 

(j) Updating the charity’s website and social media presence (including facebook and twitter) 
through the relevant contacts 

(k) Actively encouraging and supporting the involvement of volunteers in appropriate aspects 
of fundraising activity whilst following the Charity’s policies and procedures. 

(l) Ensuring that all Charity fundraising events are publicised to gain maximum awareness 
and financial support from corporate and individual donors 

(m) To launch campaigns for the replenishment of depleted funds and any projects such as 
restoring Helen Webb House as directed by the Charity Manager 
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Responsibility for Resources: 
 
1. The post holder will be required to ensure that any data systems under their control are 

kept secure and properly managed 
2. The post holder will be responsible for the co-ordination, direction and management of 

fundraising volunteers, reporting any areas of concern to the Charity Manager 
 
Working Conditions and Environment: 
 
1. The post is situated within Helen Webb House. However you may be required to work from 

other sites and places within the Charity where your professional attendance is required 
2. The post holder will be required on occasion to work outside normal working hours to 

attend meetings, fundraising events and any other occasions when your professional 
attendance is required 

 
Additional Requirements: 
 
1. This job description outlines the main duties of the post but does not exclude other duties, 

which may be undertaken to ensure the efficient operation of the Charity. Other duties 
required will be consistent with those listed above and appropriate to the title and grade of 
the post 

2. Ensure the equality of opportunity for all people, in service provision and in employment, 
and to work in a non discriminatory manner and in accordance with the Charity’s equal 
Opportunities Statement prevailing from time to time 

3. Comply with the provisions of the Data Protection Act 2018 (GDPR), the Computer Misuse 
Act 1990, Human Rights Act 1998, the Freedom of Information Act 2000, Equality Act 2010 
or any amendment or any statutory re-enactment thereof at all times. 

4. To take all necessary steps in order to ensure that information acquired through their 
employment or contained within the Charity is kept confidential 

5. This job description is a record as set out at the date below. Any changes to the job 
description will be carried out in consultation with the post holder, who will be expected to 
participate fully in such discussions. It is the Charity’s aim to reach a mutual agreement to 
reasonable changes but if it is not possible the Charity reserves the right to implement 
reasonable changes to the job description after consultation with the post holder 

6. Carry out all duties outlined above in accordance with all the Charity policies and 
procedures. 

7. To carry out any additional duties (as and when required) outside of the post holders duties 
and to assist the Charity in the operation and promotion of its business. 

  
I have read and accept the above: 
 
Name:            
 
Signature:       Date:      


