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Reports to: Head of Supporter Experience

Job purpose
 

Job description
Job title: Supporter Stewardship Officer

Hours:

Salary:

Location:

Contract:

37 hour per week

£27,000 per annum

Northampton

Permanent

Provide a front-line support service to
potential supporters to deliver an 
excellent supporter experience to all
existing members, donors and supporters
by embracing our supporter care culture in
line with the supporter care charter. 

Identify opportunities to maximise income
through products and services contributing
to the overall Fundraising strategy.
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Main responsibilities
 — Advise and guide all new and existing

    supporters making them feel valued and
    engaged to maximise their fundraising
    potential and encouraging repeat support.

— Work collaboratively with the Supporter
    Stewardship Team, encouraging cross 
    team working. 

— Establish good working relationships 
    and rapport with supporters and 
    other departments, ensuring an 
    integrated approach.

— Signpost supporters to the relevant 
    area of  the Association dependent 
    on their query.

— Responsible for increasing the value of
    individual fundraisers by building
    relationships, cross selling fundraising
    activities and promoting other products
    where appropriate.

— Provide an effective supporter care
    stewardship journey to all supporters 
    who raise up to £500. 

— Ensure high quality of data entry when
    recording supporter information on the 
    CRM database.

— Deal with all enquiries, ensuring high
    standards of supporter care. 

— Adhere to the Data Protection Act, HMRC,
    Audit regulations and any other internal
    compliance procedures and policies.

— Support the income processing function
    during peak times, e.g. major appeals.

— Undertake any other task relevant to the job
    purpose and ensure that all functions
    performed reflect the Associations mission
    and core values.
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Essential criteria
 — Proven experience of excellent 

    customer / supporter service skills.

— Strong interpersonal and communication
    skills with excellent telephone manner. 

— Ability to deal confidently and effectively
    with challenging telephone calls.

— Good ICT knowledge including Microsoft
    Office suite and databases.

— A positive, strong team player, with 
    the ability to work collaboratively and 
    build effective working relationships 
    across teams.

— Good organisation and time management
    skills, accuracy and attention to detail.

— Ability to be flexible in relation to the 
    range and scope of the duties. 
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