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Part 1: JOB DESCRIPTION
JOB TITLE:
   Events Fundraising Assistant 
DEPARTMENT: 

External Engagement  
TEAM:


Community & Events fundraising team
LOCATION:
   Hybrid – linked to Ewell office with home working


1. POSITION IN ORGANISATION
· Reports into:  Senior Events Fundraiser
· Line Manages: No direct reports 
· Contacts which the post holder has within and outside the organisation: Works closely with all staff in the external engagement department, all other departments within Central Office and with volunteers at branch level.

2. MAIN PURPOSE OF JOB
To support the recruitment of participants and the delivery of exceptional supporter experiences that raise income and awareness for Samaritans from a programme of mass participation events and challenges. 

3. KEY RESPONSIBILITIES

Project support        

· Deliver planned activity for event participants recruitment, care, and communications.
· Create content for webpages, social media, fundraising resources, and any other communications aimed at recruiting or stewarding supporters. 
· Deliver event participant stewardship plans, with engaging content and communications that support participants to maximise fundraising and build a lasting relationship with Samaritans.

· Build effective working relationships with colleagues, suppliers, and branch volunteers to support in the delivery of event experiences.
Administration

· Track and respond to event participant enquiries, maintaining team inboxes, and any other communications channels used for events.
· Provide support to event participants as requested by the Senior Events Fundraiser.
· Maintain and monitor a record of all enquirers and participants and ensure participant records are up to date on Samaritans fundraising database.
· Ensure the events fundraising pages of the Samaritans website/intranet are refreshed with upcoming events.
General











· To attend fundraising events off site on occasions when required.
· To represent Samaritans at fundraising events and social gatherings when required.
· To work co-operatively and effectively with colleagues to ensure fundraising integration across Samaritans.
· To assist in identifying and highlighting key external trends in community & events fundraising which could impact the third-party events portfolio.
General Duties of a Samaritans’ Staff Member 

· Contribute to the effective and efficient running of the Central Office as appropriate.

· Participate, as appropriate, in staff forums and meetings.

· Adhere to Samaritans’ policies and procedures.

· Represent the Central Office appropriately across the organisation and Samaritans to the wider community as appropriate.

· Treat all colleagues, volunteers and members of the public with dignity and work within and adhere to Samaritans’ equal opportunities statement and policies.

· Carry out reasonable requests made that are within the broad remit of the role.
Part 2: PERSON SPECIFICATION

4. SKILLS, KNOWLEDGE AND EXPERIENCE
Essential
· Excellent verbal and written communication skills
· Able to produce high quality work, with attention to detail 

· Able to effectively manage multiple priorities and meet deadlines
· Demonstrable organisational skills
Desirable
· Experience of in-person or virtual charity events
· Experience of working with volunteers

· Experience of working with a fundraising database


5. PERSONAL ATTRIBUTES 
· Emotionally Resilient to sensitive information
· Empathises with Samaritans’ values
· Customer-focused
· Adaptable and motivated
· Genuine interest in community and social events

· Positive attitude to community organisations and societies 

· Comfortable in a social and networking environment
· A great team player

· Great at relationship building

Signed by employee:________________________
Date: ​​​​​​​​​​​_______________________
LAST UPDATED:
March 2026 
This job description is a statement of requirements at the time of writing and is not contractual. It should not be seen as precluding future changes after appointment to this role.

