Fundraising Support Officer

Role Profile and Person Specification

Reports to: 			Deputy Director of Fundraising
Salary: 			£32,721 per annum
Hours: 			Full time (35 hours per week) Monday - Friday
Contract: 			1 Year Fixed Term Contract with potential to extend
Direct reports: 		None
Department: 		Fundraising
Main Place of Work: 	181 Oxford Street (3rd Floor), London, W1D 2JT 

· The building has a small lift which is only accessible from 1st floor landing.
· Following successful completion of the six-month probationary period, this role requires a minimum of two days per week in the office, with the remainder worked from home if desired. During probation, attendance in the office will be required for a minimum of three days per week.
· This role may require occasional work outside of traditional office hours, with time given off in lieu.
About us:
Dignity in Dying is the UK’s leading campaign for assisted dying law reform. We fight for a compassionate assisted dying law for terminally ill, mentally competent adults. We are a national campaign and membership organisation campaigning for change across the UK.
Compassion in Dying is a national charity working to amplify people’s voices, shift attitudes and drive changes to the healthcare system so people’s end-of-life decisions are heard, understood and respected when it matters most. We support people to start honest conversations about death and dying, and record and revisit their wishes whenever they want to.
This is a great opportunity for someone early in their career, returning to work, or looking to move into fundraising – we’re looking for potential, enthusiasm and a willingness to learn, and will support you to develop in the role.
Role Purpose
To provide high-quality administrative and operational support to the fundraising function across Dignity in Dying and Compassion in Dying.

The Fundraising Support Officer plays a key role in supporting the delivery of fundraising activity, ensuring excellent supporter care, accurate financial processing, and effective coordination of campaigns and projects. The postholder will work closely with the Deputy Director of Fundraising and wider team to support income generation and donor engagement, while helping ensure a positive and seamless experience for supporters.
Key Responsibilities
1. Fundraising Administration and Support
· Provide administrative support across fundraising activity, including direct mail campaigns, reporting, and supporter communications.
· Support the delivery of new fundraising initiatives, including helping set up and administer a lottery fundraising proposition.
· Assist with the development of new programmes, including an in-memory giving offer for Compassion in Dying.
· Support the planning, coordination and delivery of fundraising campaigns and projects.
· Maintain accurate records of fundraising activity and assist with reporting and analysis.
2. Supporter Care and Engagement
· Act as a key point of contact for supporters via email, telephone and post, responding promptly and sensitively to enquiries.
· Support the administration and continuous improvement of the supporter journey, including membership communications and reporting.
· Work with internal data teams and external agencies to support effective segmentation and supporter communications.
· Ensure all supporter interactions reflect organisational values and promote long-term engagement and retention.
3. Development and Stewardship Support
· Support donor stewardship activity, including preparing information for high-value donors and drafting tailored communications.
· Assist in the coordination of donor journeys, events, and engagement opportunities.
· Contribute to the preparation of fundraising materials, including reports, proposals and briefings.
· Support prospect development and engagement activity, including maintaining accurate records of donor interactions.

4. Finance and Data Administration
· Process and record donations accurately on the database (Raiser’s Edge), ensuring income is coded and allocated correctly.
· Support the administration of direct debits and other regular giving processes.
· Assist with banking and reconciliation processes, including checking batches and financial data.
· Maintain accurate supporter records in compliance with data protection policies.
· Support legacy administration processes, including tracking donations and correspondence.
5. General Support
· Provide proactive administrative support to the Deputy Director of Fundraising and wider team.
· Assist with cross-team projects and organisational priorities as required.
· Carry out other reasonable duties in line with the role and organisational needs.
Person Specification
Experience
· Experience in an administrative role, ideally within a fundraising, membership or customer-focused environment.
· Experience of handling enquiries from the public or supporters in a professional and sensitive manner. 
· Experience of working with databases (e.g. Raiser’s Edge) is desirable.
Knowledge
· Understanding of administrative processes and data management.
· Awareness of fundraising principles or supporter engagement (desirable).
Skills and Abilities
· Strong organisational skills with the ability to manage multiple tasks and priorities.
· Excellent written and verbal communication skills, with the ability to communicate sensitively.
· High level of accuracy and attention to detail, particularly when handling financial and supporter data.
· Strong customer service skills and a commitment to excellent supporter care. 
· Ability to work collaboratively and support colleagues across teams.
· Proactive approach, with the ability to use initiative and problem-solve.
Values:
· Commitment to Dignity in Dying’s vision and mission.
· Commitment to Compassion in Dying’s vision and mission.
Organisational Behaviours
Leading by example 
You lead by example through your behaviours and motivate others through your professional approach to work. 
Trust and respect others 
You are aware of your impact on others and treat other people with kindness and respect. 
You value diversity and listen carefully to understand the views of others. 
Proactive and supportive team member 
You work with others to reach a common goal by sharing information and supporting colleagues. 
Strive to be the best 
With a positive attitude, you work to a high standard to meet personal and organisational expectations. 
Responsibility and initiative 
You take ownership of your work and take responsibility for your actions and decisions. 
You use your initiative and take pride in what you do.
How to apply
For an informal conversation about the role, please email Holly Marchant, Deputy Director of Fundraising at holly.marchant@dignityindying.org.uk, to arrange a call.
To apply, please send:
· Your CV (maximum two sides of A4), and
· Answers to the questions below
· Equal opportunities Monitoring form (Optional)
to jessicacappi@dignityindying.org.uk by 9am Wednesday 9th September 2026

We welcome applications from people with a wide range of experiences. If you don’t have formal work experience, you are very welcome to draw on examples from school, volunteering, caring responsibilities, or situations involving friends, family or community activities.
We are particularly keen to hear from people who are organised, proactive and eager to learn - you don’t need to have done this role before, as we will support you to develop the skills and knowledge you need.
Application questions
1. Motivation
Why are you interested in this role and working for Dignity in Dying and Compassion in Dying?
(Suggested word limit: 150 words)

2. Organisation and prioritisation
This role involves managing a range of different tasks. Please give an example of a time when you have had to organise or prioritise multiple things. This could be from work, study, volunteering, or personal life (for example helping a family member, organising an event, or balancing commitments).
What did you do, and how did you stay organised?
(Suggested word limit: 200 words)
3. Communication and supporting others
A big part of this role is responding to supporters in a helpful and sensitive way. Please give an example of a time when you supported or helped someone (for example a customer, colleague, friend or family member).
What was the situation and how did you approach it?
(Suggested word limit: 200 words)
4. Working with information and attention to detail
This role involves working with data and handling information carefully. Please tell us about a time when you needed to be accurate and pay attention to detail. This could include working with numbers, records, forms, or organising information.
What steps did you take to make sure your work was accurate?
(Suggested word limit: 200 words)
5. (Optional)
If there is anything else you would like us to know, please include it here.
(Suggested word limit: 200 words)

In your answers and CV, please demonstrate how you meet the ‘About you’ criteria using specific examples.
Candidates are also invited to submit a completed Equal Opportunities Monitoring Form (optional).
Interviews
The first stage interview will be held virtually during the WC 21st September
Candidates selected for a second stage interview will be invited to attend in person at our central London office. This will give you the opportunity to meet the team, see the working environment, and ensure the role and organisation are the right fit for you.
The date for this is to be confirmed. 
We may review applications on a rolling basis and reserve the right to close the vacancy early if a suitable candidate is identified.

