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Part 1: JOB DESCRIPTION

JOB TITLE: 	   Fundraising Assistant – Legacy & In Memory
DEPARTMENT: 	External Engagement 
TEAM: 		Legacies & Supporter Care
LOCATION: 	   Hybrid – linked to our Ewell office with home and office working


1. POSITION IN ORGANISATION

· Reports to Senior Legacy & In Memory Marketing Officer 


2. MAIN PURPOSE OF JOB

This role has our legacy and in-memory supporters at the heart. The post holder will support the Legacy & In Memory Team as together we aim to inspire and nurture supporters to increase Samaritans’ long-term income. 

In this role you will:
· Support with the development of campaigns and appeals. 
· Assist the delivery of inspiring supporter journeys for individual supporters, including thanking and stewardship processes. 
· Coordinate supporter communications and follow data processes to support the programme and ensure consistency.
· Coordinate team financial procedures. 


3. KEY RESPONSIBILITIES

Marketing 

· Support the Legacy and In Memory Marketing Officers and the Head of Legacies & Supporter Care with the delivery of legacy and in-memory campaigns.
· Manage processes to deliver free Wills service.
· Support with event planning and delivery, including managing RSVP processes and preparing for the event day.
· Add and update supporter data on our fundraising database with close attention to detail. 
· Support with campaign reporting. 
· Liaise with third party agencies. 

Relationship building 

· Work with the Legacy & In Memory Marketing Officers to coordinate stewardship for In Memory supporters and encourage loyalty via Tribute Funds and other products. 
· Manage inbound and outbound communications with supporters and volunteers in an excellent manner via phone, post, email, and in person. 
· Attend legacy events and other in-person arrangements to speak to supporters about legacy and in-memory support and the difference it makes for Samaritans. 



Data and budget management support 

· Support with financial processes such as raising purchase orders and logging invoices.  
· Manage supporter data, updating the CRM database and running reports.  
· Support the Legacy Administration Manager with income and thanking processes.

Internal engagement 

· Respond to enquiries and support Samaritans volunteers with legacy fundraising requests.  
· Work closely with other teams across External Engagement to provide joined-up supporter experiences, especially Supporter Care, Data, Individual Giving, and Community & Events teams. 

Part 2: PERSON SPECIFICATION


4. SKILLS, KNOWLEDGE AND EXPERIENCE

· Great communication skills in writing, on the phone and in person. 
· Organisational skills to prioritise several different tasks and projects. 
· Confidence using IT software including Microsoft Office.
· Experience of serving customers and/or supporters.  
· Knowledge of any of the following areas would be beneficial but training will be provided: fundraising, marketing, gifts in wills and in-memory giving. 
· Experience using Customer Relationship Management (CRM) databases and managing financial processes would be beneficial, but training will be provided. 

Everyone who works for the Samaritans is expected to: 

· Demonstrate genuine commitment to our vision that fewer people die by suicide. 
· Promote, believe in and work within our equity, diversity and inclusion policies and procedures. 
· Promote and work within our safeguarding and health and safety policies and procedures. 
 

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.

 
Signed by employee:   _________________________  Date: _________________ 
 
 
Last updated: June 2025
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