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JOB DESCRIPTION 

JOB TITLE 

Fundraising Officer 

DEPARTMENT 

Development and Sustainability 

REPORTS TO 

Head of Development and Sustainability 

DIRECT REPORTS 

None 

JOB PROFILE 

PURPOSE OF THE ROLE 

 Supporting the delivery of the WMWA Income Generation Strategy 

 To develop and deliver community fundraising and engagement activities that generate 

sustainable income and increase awareness of West Mercia Women's Aid. 

 To build and maintain strong relationships with supporters, donors, community groups, 

businesses and other stakeholders, converting public support into meaningful financial 

and practical contributions.  

POSITION IN THE ORGANISATION 

 Reports directly to the Head of Development and Sustainability. 

 Works closely with the Marketing and Communications Manager and Social Media 

Officer 

 Works collaboratively with operational teams, volunteers, supporters and external 

stakeholders. 

 Supports delivery of the organisation's Income Generation Strategy. 

 Acts as a key ambassador for West Mercia Women's Aid within local communities and 

partner networks.  
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KEY RELATIONSHIPS 

Internal 

 Head of Development and Sustainability. 

 Marketing and Communications Manager 

 Social Media Officer 

 Service delivery teams. 

 Staff and volunteers involved in fundraising activities. 

 Leadership team where appropriate. 

External 

 Donors and supporters. 

 Local businesses and corporate partners. 

 Community groups and women's organisations. 

 Churches and faith groups. 

 Patrons and major donors. 

 Event participants and fundraising volunteers. 

 Media and promotional partners.  

QUALIFICATIONS & EDUCATION 

 Evidence of relevant education, training or professional development in fundraising, 

marketing, communications, business administration or a related discipline. 

 Commitment to ongoing professional development. 

 Full UK driving licence and access to a vehicle.  

DUTIES & KEY RESPONSIBILITIES 

Community Engagement & Relationship Building  

 Work with the Head of Development and Sustainability to nurture Local Networks: 

Build strong relationships with local community groups, women’s organizations, 

churches, and businesses.  

 Support the Head of Development and Sustainability in the launch of a Patron 

Scheme: Develop and manage a new 'patron' scheme to engage major donors and 

handle "in-kind" donations. 

 Empower Third-Party Fundraisers: Provide local businesses and individuals with the 

tools and ideas to successfully fundraise on our behalf.  

 Cultivate Legacies: Promote and expand long-term legacy gifting opportunities for 

the organization.  

 

Fundraising Events & Campaign Delivery  
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 Deliver Impactful Events: Plan, coordinate, and run community fundraising and 

awareness-raising events. 

 Support Internal Teams: Assist staff members with internal, supporter-led fundraising 

activities. 

 Exemplary Donor Stewardship: Ensure all supporters receive formal 

acknowledgements, certificates, public media appreciation, and direct impact 

feedback.  

 Marketing & Awareness: Share compelling content to promote fundraising activities 

and elevate the charity's local profile. 

 

Donor Stewardship & Supporter Care  

 Ensure supporters receive timely acknowledgements and appreciation. 

 Provide impact feedback and updates to donors. 

 Maintain positive supporter journeys to encourage ongoing engagement and giving.  

Fundraising Systems, Compliance & Administration  

 Optimize Giving Pathways: Manage online donation platforms on behalf of WMWA, 

and ensure online and traditional platforms enable prospective donors to easily 

register interest and give.  

 Maintain CRM Database: Update and grow the WMWA Donor Database accurately. 

 Ensure Legal Compliance: Secure and manage data consents strictly in line with 

current GDPR and Fundraising legislation. 

 Project Tracking: Maintain accurate project management records using tools such as 

Microsoft Excel, Project, or equivalent software. 

 Deliver Strategic Reporting: Provide regular, accurate performance data on 

fundraising activity, volunteers, and supporter metrics. 

 Support for the development of major fundraising proposals: Support national 

fundraising bids and major donor campaigns by providing research and administrative 

assistance to the Head of Development and Sustainability. 

Marketing, Communications & Public Awareness  

 Create and share fundraising and awareness content, in conjunction with the Marketing 

team 

 Support promotional activity through social media and other communication channels. 

 Enhance the organisation's public profile within the local community.  

Reporting & Strategic Support  

 Produce fundraising performance reports and supporter metrics. 

 Provide research and administrative support for major fundraising proposals and 

campaigns. 

 Contribute to achievement of organisational income generation objectives.  
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PERSON SPECIFICATION 

  Essential/ 

Desirable 

Application/  

Interview 

Experience Experience in fundraising, community 

engagement, marketing, stakeholder 

management or a related role. 

E A/I 

Experience organising events, campaigns or 

community initiatives. 

E A/I 

Experience maintaining accurate records 

and producing performance reports. 

D I 

Knowledge & Sector 

Awareness 

Strong commitment to the values, ethos 

and principles of West Mercia Women's 

Aid. 

E I 

Good understanding of domestic abuse, 

Violence Against Women and Girls (VAWG), 

and the impact of gendered violence on 

women and children.  

D A 

Fundraising Landscape: Clear knowledge of 

charitable trusts, grant sectors, and 

Corporate Social Responsibility (CSR) 

opportunities for local businesses. 

D I 

Understanding of fundraising regulation, 

GDPR and best practice within the charity 

sector. 

D A 

Understanding of confidentiality 

requirements and professional boundaries. 

E I 

Communication and 

Relationship 

Management 

Relationship Management: Outstanding 

interpersonal skills to build, nurture, and 

manage networks of donors, businesses, 

and community groups. 

E A 

Impactful Communication: Excellent 

written, verbal, and presentation skills. 

E I 

Sensitive Storytelling: Ability to 

communicate complex, sensitive issues 

creatively across diverse media channels 

and audiences. 

D I 

Digital & technical 

Skills 

Highly organised and capable of managing 

multiple projects and competing priorities. 

E I 

Adaptability: Flexible approach with the 

ability to pivot quickly to meet unexpected 

demands and deadlines. 

E I 

Excellent attention to detail and 

administrative accuracy. 

E A 

Digital Literacy & AI Integration: Advanced 

IT skills, including proficiency in project 

tools (Excel/Project) and fluency across all 

relevant social media platforms. 

E A 
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 Creative Media Production: Experience 

creating engaging visual content, graphics, 

and promotional media for campaigns. 

D I 

 AI Tool Utilization: Ability to leverage AI 

tools responsibly to accelerate document 

creation, generate graphics, and streamline 

workflows. 

E I 

Other Expectations 

to be able to deliver 

the role 

Full UK driving licence and access to a 

vehicle. 

 

Willingness to undertake occasional 

evening and weekend work to attend 

fundraising and community events. 

Commitment to equality, diversity and 

inclusion. 

Commitment to maintaining the safety and 

confidentiality of service users, staff and 

volunteers. 

 


