
 
 
 

Fundraising Officer – Events (Maternity Cover) 
RECRUITMENT PACK - November 2017 

 
 
 

  



Page 2 of 9  

 

FUNDRAISING OFFICER – EVENTS (MATERNITY COVER) 
£28,800  
Fixed Term 1 year 
 
 
Thank you for your interest in Crohn’s and Colitis UK. 

 
We are a national charity whose purpose is to improve life for everyone affected by Crohn’s Disease or 
Ulcerative Colitis (collectively known as Inflammatory Bowel Disease or IBD).  These lifelong and debilitating 
conditions affect over 300,000 people in the UK with nearly half of those being diagnosed each year under the 
age of 29.  Our work covers a broad range of activities designed to achieve a better quality of life, improve 
support and services and, ultimately, find a cure.  
 
We are looking to recruit an experienced fundraiser to be responsible for our events and community 
fundraising programme including an extensive portfolio of fundraising events, our National Walks series and a 
developing portfolio of fundraising products.  
 
The ideal candidate will have a proven track record of delivering against ambitious fundraising targets from 
individuals.  
 
You will be an enthusiastic individual, with excellent written and verbal communication skills, and a good grasp 
of events fundraising, marketing, and project management. 
 
This is an exciting opportunity to join a rapidly growing Fundraising team, at the leading UK charity in the battle 
against Crohn’s Disease and Ulcerative Colitis. 
 
To apply for this role, please send a copy of your CV and a supporting letter that provides evidence and 
examples of how you meet the criteria of the person specification, and what you feel you would bring to this 
role.  
 
Queries 
 
If you have any questions having considered the role profile and you would like to have a conversation before 
formally applying please contact Sam Afhim on 01727 734476. 
 
We very much look forward to hearing from you. 
 
 
 
Sam Afhim 
Director of Income Generation
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ABOUT US 
 

 
 
Our Vision 
Improved lives today. A world free from Crohn's and Colitis tomorrow. 

 
Our Mission 
We break taboos. We drive pioneering research. We support and bring people together. We 
campaign to improve lives. We are leading the fight against Crohn's and Colitis. 

 
Our Values 
As a charity we work to an ethos of share values. These are: 
• We are ambitious 

• We are compassionate 

• We are stronger together 

 
What we do 

 
We lead the battle against Crohn’s Disease and Ulcerative Colitis and we won’t stop until we’ve won. 

 
Crohn’s and Colitis UK is the leading UK charity in the battle against Crohn’s Disease and 
Ulcerative Colitis. We are fighting to achieve a better quality of life for the 300,000 people in the 
UK suffering physically and emotionally from these and other forms of Inflammatory Bowel 
Disease (IBD). Ultimately, we want to find a cure. 

 
For more than 35 years, we’ve been working with and for patients and their families, the nurses, 
doctors, and all those that work in healthcare that treat them, and the policymakers who can 
bring about change. 

 
• We provide high quality information and support to enable people to manage their conditions. 
We believe people living with Crohn’s and Colitis should be able to live their lives to the fullest. 

 
• We work with the UK health sector to improve diagnosis, treatment and management of 
IBD. We want everyone with the conditions to have access to the best specialist services. 

 
• We support life-changing research to increase knowledge of the causes and the best 
treatments for Crohn’s and Colitis. We want to improve lives now, and lead the mission to 
find a cure. 

 
• We campaign vigorously alongside the IBD community and our partners – for more 
knowledge, better services and more support for our ongoing fight against IBD. 

 
Join our fight against Inflammatory Bowel Disease. 

 
Further information 

  www.crohnsandcolitis.org.uk 
 
 
 
 

http://www.crohnsandcolitis.org.uk/


Page 5 of 8  

JOB DESCRIPTION  
 
Fundraising Officer - Events 
 
Grade C                                                       Reports to the Supporter Fundraising Manager  
 
Overall purpose 
 
To develop and implement Crohns and Colitis UK’s event and community fundraising programmes  
and to provide fundraising data insight and analysis to ensure the best possible Return on 
investment and net profit for the programme Responsible with the SFM for approx. £2.2 Million 
income. 
 
Key Responsibilities  
 
1. Events Responsibilities. 
-Play a key project management role in the day-to-day development; management and delivery of a 
number of fundraising activities central to the growing events and community programme, including 
running events; our national walks, local group fundraising and special events. 
-project manage the event specific deliverables across the organisation for our high profile national 
walks programme. 
-Drive forward the planning and management of events and community programmes with a clear 
rationale in order to maximise ROI/net profit and optimise supporter experience. 
-Working with other IG staff to optimise income by identifying key value added actions in our events 
and community programme stewardship journey. 
-Prepare and agree campaign strategies to meet specific objectives within the Supporter 
Development and Retention annual plan, taking project management responsibility for all events. 
-Prepare and agree all briefs and supporting documentation required for events, taking responsibility 
for liaising with all internal and external stakeholders to support this and ensuring these stakeholders 
are provided with all required information for the successful delivery of the event. 
-To manage relationships with external agencies and suppliers, to ensure the effective and timely 
delivery of campaigns. 
-To work closely with the Digital Communications and Media team to actively ensure events where 
appropriate are marketed to maximise the events potential for success. 
-Manage staff on site at events and dotted line management responsibilities for IG staff responsible 
for fulfilling elements of the Community and events programme. 
-To attend events as needed. 
 
2. Community Fundraising and Special Events 
-Working with the supporter fundraising manager to develop and implement the charities community 
offer. 
-To develop and test new products across community fundraising including charity special events 
ensuring that we build a pipeline of successful initiatives. 
-Manage our busy calendar of Balls and Special Events. 
-To actively work with the corporate partnership and communications team to source prizes and 
speakers for appropriate events. 
-To develop relationships with key supporters and fundraisers ensure they feel valued and supported 
by the charity. 
-To attend community and special events as needed. 
 
 
3. Insight and Analysis 
-Work with the Supporter Care Team Leader, to ensure that ALMs.Net is accurate at all times. 
-Work with the Database Manager to generate data selections for event marketing. 
-Work closely with the Supporter Care Team Leader to set up events correctly, with specific regard to 
coding and fulfilment so that results reporting can be conducted effectively and accurately. 
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-To regularly monitor, evaluate and analyse events, providing regular results and prioritising 
recommendations for strategy development based on data-driven insight. 
 
4. Finance and Budget responsibilities 
-To help monitor monthly management accounts and key performance indicators and to undertake 
reforecast as required. 
To ensure that IG invoices are appropriately matched and authorised. 
-To ensure financial records are maintained in accordance with VAT and Inland Revenue Regulations. 
-To take an active role in the preparation of annual plans and budgets, utilising experience and past 
results to inform recommendations and the preparation and creation of budgets and detailed activity 
plans. 
 
5.General Duties 
-Deputise for the SFM when needed. 
-Feed into charity wide event planning regardless of fundraising impact. 
-Working with the Supporter Care Team to ensure that events and community fundraisers receive 
exceptional stewardship. 
 
The purpose of this job description is to focus attention on the most important aspects of the 
jobholder’s role. It is not intended to be a complete list of the duties; therefore, it is to be expected 
that the day-to-day performance of the job will include tasks not listed above. The list of duties for 
which the jobholder is responsible may reasonably be varied or added to at the discretion of the 
charity. 
 



 

PERSON SPECIFICATION 
 

 Essential Desirable 
Experience At least two years experience 

of working in Fundraising. 
Experience of developing and 
testing new fundraising 
products 

 Experience of events 
fundraising. 

Experience of developing new 
events, from idea to post 
event evaluation. 

 
 
 

Experience of working with 
databases. 

 

 Experience of working on 
cross team projects 

 

 Experience of budgeting and 
financial management . 

 

Skills Excellent communication 
skills, verbal and written. 

 

 Ability to work to deadlines.  
 Ability to work on a number of 

projects at the same time. 
 

 Good project management 
skills. 

 

 Ability to build and maintain 
relationships with third 
parties. 

 

 Knowledge of event law and 
best practice relating to mass 
participation events. 

 

Attitudes A commitment to the 
principles and objectives of 
Crohn's and Colitis UK. 

 

 Enthusiasm and Energy to 
inspire supporters. 

 

 Ambition to reach challenging 
income targets. 

 

 A commitment to good team 
working. 

 

 
 
 

 

 

 

 

 



 

BENEFITS 
   
  Salary 

A competitive salary which is reviewed annually. Our annual salary review takes into account a number of 
factors, including an individual’s contribution and performance against objectives.  
 
New recruits are automatically enrolled into our Group Personal Pension Plan. We offer two levels of 
contribution:   

Employer contribution% of 
basic annual salary Length of pension membership Employee Contribution% 

of basic annual salary 

5% On joining the scheme 3% 

8% 
After 6 months the member can 
choose to move up to this band 
or stay on the initial rates 

5% 

Hours of work  
The standard working week at Crohn’s and Colitis UK is 35 hours and start and finish times can be 
agreed between the employee and their manager. In addition, a number of roles are undertaken on a 
part-time basis. 
 
Holiday entitlement 
The basic holiday entitlement is 25 days leave per year, increasing by one day for each year’s service up 
to a maximum of 5 days, giving a total of 30 days in addition the 8 bank holiday days. The holiday year 
runs from January to December each year. 
 

  Family friendly policies 
We have a range of flexible family friendly policies to support our employees with a healthy work-life 
balance these include: 

• enhanced maternity and paternity leave and shared parental leave 
• salary sacrifice childcare vouchers 
• the right to apply for flexible working 

   
  Your development 

Crohn’s and Colitis UK is committed to the training and development of its employees. We have a 
performance review and development scheme designed to help all staff to develop in their roles. 
Financial support and/or study leave may be offered to individuals who are studying for professional 
qualifications. 

  
  Season ticket loans 

We appreciate that travel to and from work can be expensive and that buying annual tickets can mean 
savings for our employees. We therefore offer an interest free loan for season tickets, repaid directly from 
salary each month. 

  
  Our office 

Our informal, open plan office space has been designed to create a vibrant and productive workspace for 
all our staff. Our office is less than a 20-minute train ride from London St Pancras followed by a short five 
minute walk from the station.  A free secure entry-controlled car park is available to staff members, along 
with cycle racks for the more energetic. We will be relocating locally in 2018 due to the expiry of our 
lease. 
         
 



 

HOW TO APPLY 
 

To apply, please email your CV and supporting statement to jobs@crohnsandcolitis.org.uk ensuring 
that your application fully addresses the criteria outlined in the job description and person 
specification. 
 
Your covering letter should say why you are interested in this role and address the criteria outlined in 
the person specification. 
 
Or post your application to: 
 
Della McDonagh HR 
Crohns and Colitis UK 
45 Grosvenor Road 
St Albans 
AL1 3AW 

 
 

 
Closing date for applications: Monday 27 November 2017 

         
        First interview: Week commencing Monday 4 December 2017 
 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:jobs@crohnsandcolitis.org.uk


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Charity registered in England and Wales Number 1117148, Scotland Number SC038632. A company 
limited  
 
 
 
 
Charity registered in England and Wales Number 1117148, Scotland Number SC038632. A company 
limited by guarantee in England: Company number 5973370. 
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