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Practical Action
Recruitment

About the Role 
This role is based in the Business Development and Philanthropy Team. This is a team of ten, which leads on business development strategy and philanthropic fundraising. You will provide crucial support to our function by providing relevant and timely business intelligence and coordination support to our work with international offices and donors, including support for internal and external events that we organise to deepen donor engagement with our work.    
Scope  
 
	Title 
	Business Development & Philanthropy Assistant 

	Directorate 
	Marketing, Fundraising & Communications 

	Reporting to 
	Philanthropy Executive

	Direct reports  
	n/a 

	Relationships 
	Core relationships within the BD&P team, plus with other members of the Directorate, as well as the Impact, Influence & Innovation Directorate, and international BD colleagues   

	Financial scope  
	n/a  

	Location  
	Hybrid, 1-2 days per week in the office, in Rugby. 

	Duration  
	Permanent

	Salary
	£28,000 – 32,000

	Travel 
	No international travel anticipated, occasional UK travel  


 



Accountabilities  
 Support for events and fundraising materials and resources
· Use your collaborative and influencing skills to work effectively across multi-disciplinary teams to support the organisation of inspiring donor events (in-person and virtual), escalating issues that you are unable to resolve quickly. 
· Support Business Development and Philanthropy Team members as appropriate with preparation for funding meetings (internal and external). This might include Cases for Support, personalised proposals, donor reports and appeals, promotional web content, video and printed materials. 
· As your experience grows, begin to proactively suggest new stewardship opportunities to the team and organise these as needed, for example annual thankathons.
· Collate reflections and learnings after events and other key activities from the rest of the team and donors, communicating these clearly to the whole team.
· Support the team with stewardship resources and activities including sending postcards, thank you letters, and receipts etc.

 Philanthropy Portfolio Management
· Manage a portfolio of individual donors and charitable trusts giving at the £5,000 level and sending proposal and reports.
· Support the Philanthropy Team with wider portfolio management and stewardship, occasionally sending donor communications through the post.
· Maintain a strong knowledge of Practical Action’s programmes and confidently share stories of change and impact data with current and prospective donors.
Business Development Intelligence & Donor Portal Management
· Working across the Business Development and Philanthropy Team, and as your experience grows and role develops, you will be responsible for gathering, interpreting, and sharing intelligence about key donors including government institutions, foundations, and multi-laterals.  
· This will include sharing summaries of funder strategies and calls for proposals after you have thoroughly analysed and interpreted them using your understanding of Practical Action and our focus areas.
· Working with regional and country teams to understand and respond to their business intelligence needs. 
· Work with business development colleagues across the organisation to ensure that all intelligence is shared and acted upon, including supporting with the monthly news bulletin 
· Supporting good maintenance of our NXT CRM database and SharePoint organisation system
· Interpret information and work with your manager to develop “so what” analysis that is actionable by BD teams globally. 
· Maintain donor portal registrations and ensure log in details are saved and shared correctly with business development colleagues globally.

Experience, Knowledge and Skills  

· You will have a keen interest in international development and environmental issues. 
· You will have excellent research, numeracy and analytical skills – not taking everything at face value and being able to discern the “so what” questions from trends and data. 
· Proficient usage of Microsoft 365, especially Excel, Word (including mail merge) and Powerpoint.
· You will be able to take complex data and synthesize it into consumable, actionable insight. 
· You will have excellent presentation skills, able to synthesise information in written format, info graphics and other visual formats and will be proficient with using a range of software and digital tools to do this.  
· You will be able to work proactively and collaboratively with people from a range of cultures and across time zones.  
· You are a self-starter, happy to work with various research resources and have an ability to work with imperfect systems and information. 
· You are organized, conscientious and work well as part of a team. 
· Ability to manage multiple responsibilities and to set priorities.  
· You have excellent written and spoken English. 
· Commitment to development principles and Practical Action’s vision, mission and ambition.  
 
Closing Date:  Sept 21st 2026
If you want to work for an organisation with significant people ambitions, then we would like to hear from you. Please submit a copy of your CV (Maximum 2 pages) and a supporting statement that describes your suitability for the role and include answers to the following questions, to Recruitment@Practicalaction.org.uk

First interviews online:  1 & 2 October 2026

Second Interviews in person:  6 & 7 October 2026

Safeguarding/DBS statement and equal opportunities statement. 
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