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JOB DESCRIPTION 

 

Job Title: Fundraiser         

Department: Income Generation       

 

Reporting to: Income Generation Team Leader 

 

Responsible for: N/A 

 

Office base: Huntingdon 

 

Contract type: Hybrid working arrangements available 

 

 

 

Main Role Functions:  

 

• Be an ambassador for Papworth Trust by communicating key 

messages to both existing and potential donors and supporters 

about the impact of its work for disabled people.  

• Identify, and grow fundraised income from new supporters to 

support Papworth Trusts’ unrestricted and restricted appeals. 

• Maintain and develop relationships from an existing supporter 

base to secure fundraised income to support Papworth Trusts’ 

unrestricted and restricted appeals. 

 

Main duties: 

 
Fundraising 
 

• Act as an ambassador for the charity. 

• Grow and manage Papworth Trusts’ fundraising activities to 

secure income against agreed targets, to maximise return on 

investment for the Trust. 

•  Build and maintain key relationships within all fundraising 

sectors, with a particular focus on corporate fundraising and 

participation events. 

• Prioritise Papworth Trusts’ established corporate fundraising and 

participation events whilst offering support, where required, to 

other fundraising areas. 

• Work with operational colleagues to identify and generate 
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income to support programmes that will deliver the Trusts’ 

strategic aims. 

• Organise and oversee the involvement of individuals in 

identified fundraising participation events. 

 

Monitoring and quality assurance 

 

• Ensure appropriate monitoring and evaluation of fundraised 

programmes to ensure regular and quality reports are provided 

to meet donor requirements. 

• Provide regular performance updates to Managers and 

Trustees when required. 

• Ensure that all data is recorded and maintained using the Trusts’ 

CRM, in line with the Fundraising Code of Practice and Data 

Protection Act. 

 

Stakeholder management 

 

• Work closely with the Trusts communications team to publicise 

and market the work of the Trust through fundraising activity. 

• Work closely with internal colleagues, including the Trusts 

Volunteer Manager and Disability Confident Advisor to ensure a 

joined-up approach for new and existing corporate supporters.  

• Ensure that all activities meet with Charity Commission 

requirements, the Data Protection Act and other relevant 

statutory obligations and best practice including the Institute of 

Fundraising’s Code of Practice. 

• To occasionally work unsociable hours e.g. Attending events, 

evening, or weekend networking/conferences. 

 

Safeguarding 

 

• To safeguard the health, well-being, and safety of the 

customers we work with, some of whom may be classed as 

vulnerable people or adults at risk.  In the event of a risk to a 

customer becoming apparent or if concerns arise about a 

vulnerable person’s welfare, to immediately report these 

concerns in line with the appropriate policy and procedure. 

 

Health and safety 

 

• To lead health and safety within your team setting clear 

examples of good practice, ensuring they report accidents and 

near misses. 

• Work within the organisations health and safety policies and 

procedures. 

 

In addition to these responsibilities, employees are required to carry 

out such other duties as may reasonably be required. 
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Date of Description: March 2024  

Job Description Ref: Fundraiser – Income Generation  

Prepared By: Income Generation Team Leader   

Person Specification  
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Person Specification  

 

 

  
Person Specification  

PERSON SPECIFICATION 

 

Job Title: Fundraiser Essential/Desirable 

Values 

A high level of confidence around disability 

particularly: 

• An understanding of the social model of 

disability; 

• Understanding of the impact that disability 

might have on the individual and the people 

around them 

• A passion for equality and social change. 

• Disability Confident Leader Status 

Desirable 

A personal affinity with the values of The Papworth 

Trust, and a commitment to the strategic 

outcomes of the charity. 

Essential 

Knowledge / Qualifications 

Knowledge of Fundraising Regulations Desirable 

Knowledge of the funding landscape Essential 

Knowledge of the charity sector Desirable 

Knowledge of appropriate legislation, including 

Health & Safety, Employment, GDPR and Data 

Protection 

Essential 

Experience 

Experience of charity fundraising over a range of 

methods 
Essential  

Experience of delivering effective corporate 

fundraising  

Desirable 

Experience in organising participation events and 

encouraging individuals to take part  

Desirable  

Person Specification  
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Experience of researching and writing fundraising 

proposals, reports or applications  

Desirable 

Strong IT skills including Microsoft Office, Outlook, 

Excel and Power-point 
Essential  

Skills & Abilities 

Strong communication skills with a high standard of 

accuracy 
Essential 

Ability to build strong relationships with people 

from all walks of life 

Essential 

Strong stakeholder management skills, an ability to 

work with people from a range of audiences 
Essential 

A proactive, confident and persuasive 

communicator 
Essential 

Ability to meet goals and deliver targets Essential 

Good organisational skills to plan and manage 

irregular workloads 
Essential 

Ability to work as part of a team and on own 

initiative 

Essential 

Other requirements 

Able to travel to meetings and training as required  Essential 

 

Please note a Disclosure and Barring Service (DBS) Basic Check is 

required for this role 

 


