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	Job title:
	Fundraising Development Administrator

	Reports to:
	Director of Fundraising

	Hours: 
	35 hours per week – hybrid working, 4 days in the office

	About us:
	Founded in 2009, Renaissance Foundation (RF) is a specialist youth charity providing support to two hard-to-reach groups: young carers and young hospital patients suffering from life-limiting illnesses.  While each group has its own specific issues, they also have much in common, suffering from significant educational, social and emotional challenges, including low academic attainment, high rates of unemployment, isolation and lack of self-esteem. 

Our mission is to inspire these young people to reach their full potential through our three-year programme, using the power of inspiration, creative and digital learning and vocational development.  Our programme is designed to create high aspirations, build resilience and confidence in public settings and support positive engagement with society. 

We currently have a team of six full-time employees, based at our youth hub in Aldgate, supporting around 100 young people. We have ambitious plans to grow the charity’s reach significantly in the coming years. 


	About the role:
	The Fundraising Development Administrator will play a vital role in supporting the Director of Fundraising across corporate partnerships, philanthropy and special events.

The successful candidate will provide high-quality administrative and project support whilst also developing skills in copy writing, marketing, events, stewardship, prospect development and fundraising strategy. The role offers valuable exposure to senior stakeholders, donors, and wider organisational projects.

This is an exciting opportunity for someone who is hard-working, enthusiastic, keen to learn and passionate about pursuing a career in fundraising, working work with a driven team in a small, but impactful and growing charity to improve the lives of young carers and patients. 


	Your key contributions:
	Fundraising support
· Assist in planning and delivering fundraising and stewardship events.
· Help coordinate logistics, briefings, guest lists and follow‑up communications.
· Represent Renaissance Foundation at events and meetings where appropriate.
· Assist with the delivery of fundraising campaigns and appeals.
· Support the preparation of funding applications, proposals and reports.
· Help maintain strong relationships with donors, partners and supporters through timely communication and stewardship.
· Co-ordinate thank you letters, impact updates and supporter communications.

Research & Prospect Development
· Conduct research into potential funders, corporate partners and individual donors.
· Maintain accurate records of prospects and opportunities.
· Support the team in identifying new income streams and partnership opportunities.
· Explore new opportunities / platforms / resources as may be needed to support the fundraising programme.


Data & Administration
· Maintain and update the fundraising CRM / database with accurate donor & income information.
· Track income, pledges and supporter engagement against targets.
· Support the production of fundraising materials, presentations and event collateral.
· Support reporting processes for internal meetings, management accounts, and board updates.
· Provide general administrative support to the fundraising team
· Taking minutes in meetings, capturing and tracking follow up actions
· Meeting preparation (research, presentation deck creation / edit, agenda circulation etc.)
· Meet and greet all potential donors and supporters visiting the Hub, offering refreshments as required.

General
· Contributing positively to the wider team and culture to maintain a productive, effective and enjoyable work environment
· In relation to fundraising activities, ensuring safeguarding principles and procedures are followed to protect the welfare of young people, including identifying, responding and reporting any safeguarding concerns appropriately (training will be provided).
· Ensure meeting rooms and the Youth Hub are prepared to a high professional standard for external visitors, donor tours and events, and provide event support as required.
· Provide wider team coordination support where required, including light office logistical support to ensure the smooth day-to-day running of the Youth Hub. 
· Capacity to work outside of normal office hours when required and ability to travel abroad if necessary.
· Other reasonable duties as required in line with your role.
· Keep abreast of fundraising trends and other charity’s campaigns / activities.



	Your skills & experience
	Desirable:
· Experience in a fundraising, administrative or customer‑facing role.
· Knowledge of CRM systems or fundraising databases.
· Interest in youth development, social impact or the charity sector.
· Confidence in public speaking / networking.

Essential:
· Strong organisational / time management skills and attention to detail and the ability to manage a varied workload with multiple priorities.
· Excellent written and verbal communication.
· Ability to manage multiple tasks and deadlines.
· Confident using digital tools, databases and Microsoft Office.
· A proactive, positive attitude and willingness to learn.
· Commitment to the mission and values of Renaissance Foundation.

You may already have experience working with young people and you might already have experience of working or volunteering for a charity.

Whilst not imperative, we are especially interested to hear from candidates who have lived experience of being a young carer or having a long-term health condition.


	What we can offer
	Salary range: £24,000 - £28,000

Standard benefits: 
25 days annual leave, plus public holidays
Pension contribution

Additional benefits:
Extra leave at Christmas
Birthday leave
Professional training and development opportunities
Access to a comprehensive employee assistance program
Cycle to work scheme
Time off in lieu if irregular hours worked


	Further information
	We are committed to safeguarding at RF.  Successful candidates will need to undergo child protection screening appropriate to the role, including references and Disclosure and Barring Service checks.

	
We are committed to promoting equality, diversity and inclusion and we welcome applications from anyone regardless of age, disability, ethnicity, heritage, gender, sexuality, religion, socio-economic background or any other difference.




image1.png




