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Role Profile and Job Description
Title:			Community & Events Executive 
Responsible to:		Fundraising Manager
Contract:		Full time (35 hours). Permanent Contract.
Direct Reports:		N/A
Location:	Remote, Home Contract 
Dreams Come True 
We work with children who have it tough. Right now, there are thousands of children who need our support. They live in the highest areas of deprivation in the country, some are living with a disability, some are living with serious illness, and some are living with life-limiting conditions. These children deserve our attention.
We believe that every child and young person has a right to dream, no matter who they are, and where they live. Our dreams makers work with these children to bring moments of magic and deliver lasting impact.
Purpose of the role 
Reporting to the Fundraising Manager, the Community & Events Executive is an integral part of the Fundraising team, providing outstanding administrative and general fundraising support with a focus on income generation, supporter stewardship and data accuracy. The Fundraising Executive manages all incoming fundraising enquiries and provides excellent customer care and stewardship to our community and events supporters. This is a busy role, supporting colleagues across multiple areas of fundraising, including events, community, corporate and trusts fundraising. 
In this role, you will undertake all key administrative, database and financial duties to ensure the smooth running of team processes and procedures. 
The role provides an opportunity to develop fundraising knowledge and is perfect for someone who has a passion for building income, relationships and delivering excellent supporter care. As this is a people-facing role, you will be working with supporters over the phone, online, in writing, and face-to-face, to ensure our supporters receive the ultimate supporter journey and experience. 
The post holder should have a full clean driving license and be willing to travel and work occasional evenings and weekends to attend and support events.
This is a fantastic opportunity for a passionate fundraiser to make a real difference to children with high needs living in the highest areas of deprivation in the UK. 


Key Responsibilities
Fundraising Support & Income Generation
· Act as a key point of contact for community and event supporters, delivering excellent stewardship. 
· Support and grow income from third-party and community fundraising activities. 
· Identify opportunities to maximise supporter income through proactive engagement and targeted communications. 
· Assist in the planning, promotion, and delivery of community, corporate, and bespoke fundraising events. 
· Promote regional and national fundraising events to increase participation and income. 
· Support fundraisers in achieving their income targets, including contingency planning where needed. 

Financial & Administrative Responsibilities
· Process one-off and regular donations accurately and within agreed timeframes. 
· Process donations from a range of online fundraising platforms (e.g. JustGiving, GiveWheel, Enthuse) notifying relevant team members of new fundraisers/donations.
· Apply correct CRM coding to all income streams in line with finance procedures. 
· Support fundraising and events financial reconciliation and reporting with accurate and timely data. 
· Ensure all donations, supporter interactions, and fundraising activities are recorded correctly in the CRM. 
· Promote best practice across the team, embedding CRM usage as a core part of fundraising processes. 
· Use CRM insights to inform supporter engagement strategies and improve performance. 
· Manage team inboxes and respond promptly to supporter enquiries. 
· Maintain fundraising materials, stock, and fulfilment processes. 

Stewardship & Supporter Engagement
· Deliver a high-quality, personalised supporter journey, for community and event fundraisers across all fundraising channels (individual, community, corporate, major donor, trusts).
· Use multi-channel communications (including email, phone, and WhatsApp) to engage supporters effectively. 
· Implement targeted and timely check-ins to reduce supporter drop-off and maximise fundraising outcomes. 
· Identify key milestones in the supporter journey to drive engagement and income (e.g. pre-event deadlines). 
· Ensure fundraisers are registered on third-party event consoles, receive key communications and are proactively supported through clear deadline management.
· Work closely with the Dream Team, to keep up to date with Dream stories and use a range of methods, to effectively communicate these to all supporters
· Develop and deliver supporter recognition and reporting, ensuring donors understand their impact. 
· Build and manage relationships with community groups (e.g. schools, golf clubs, Rotary Clubs, local organisations). 

 Event & Operational Support
· Support the delivery of fundraising events, including logistics, materials, and supporter communication. 
· Represent the charity at internal and external events, presentations, promotional events and community activities (including evenings/weekends as required). 
· Ensure all fundraisers and volunteers have appropriate materials and guidance. 
· Work collaboratively across fundraising teams to support overall income targets. 
· Support the Fundraising Manager in contributing to the team's regular reporting processes.

Compliance & Best Practice
· Ensure all fundraising activity complies with relevant regulations, including GDPR and fundraising standards. 
· Promote a culture of data accuracy, accountability, and continuous improvement. 
· Stay informed on sector trends and suggest improvements to fundraising approaches. 

Person specification 
	Experience in a fundraising, supporter engagement or similar role
	Essential 

	Strong experience using CRM/database systems (ideally NetSuite or similar)
	Essential

	Highly developed written and in-person communication skills with the confidence to promote Dreams Come True’s work
	Essential

	Strong IT skills (Microsoft Office: Word, Excel, PowerPoint, Outlook etc)
	Essential  

	Strong interpersonal skills, a relationship builder with the ability to develop and maintain strong working relationships with donors and supporters
	Essential

	Proven ability to form positive and productive relationships with internal stakeholders, working collaboratively to achieve goals & targets
	Essential 

	Are a car owner with a clean driving licence, that is willing to travel and attend occasional events in the evenings and weekends with time off in lieu.
	Essential

	Experience in growing income and delivering fundraising activity
	Desirable

	Experience improving data quality and implementing CRM processes
	Desirable

	Knowledge of fundraising legislation, compliance, and best practice.

	Desirable


	Experience in providing excellent administrative support to a Fundraising team
	Desirable


	Track record of creating and maintaining a mailing programme for engagement
	Desirable 

	Experience in creating fundraising or marketing materials – digital and printed.

	Desirable 

	Strong peer-to-peer networks with fundraising experts and professionals (via professional / social groups). 
	Desirable



Personal Attributes 
	Confident working independently and collaboratively
	Essential

	Strong analytical skills and an interest in using insights and evidence to support decision-making & create strong cases of support. 
	Essential

	Able to work under their own initiative and prioritise tasks effectively, with the confidence to ask for support and direction where needed.
	Essential

	Excellent time and task management skills with the ability to work under pressure and prioritise in a busy environment.
	Essential

	Strong and confident communication skills, both written and verbal.
	Essential

	Strong attention to detail and commitment to accuracy
	Essential

	Flexible and adaptable in a dynamic working environment
	Essential

	Empathetic and passionate about supporting children and young people
	Essential

	Ambitious and motivated to grow fundraising income and impact
	Essential



image1.png
oRFAMs
COME ¥ TRUE

Moments of magic.
Lasting impact.





