
 

 

Community Fundraiser & Support Care Co-ordinator 

Job Description        18th March 2016 

Ovarian cancer is the most lethal of the gynaecological cancer and the UK has a five year survival of 

around 43% - amongst the worst in Western Europe. Ovarian Cancer Action is a dynamic and rapidly 

growing charity that sets out to transform survival rates through the funding of world-class, 

innovative research into its origins, detection, and treatment at the Ovarian Cancer Action Research 

Centre, the only such dedicated centre in the UK and the largest in Europe. We raise awareness of 

the symptoms to enable women to act, and GPs to intervene, at the earliest possible stage thus 

giving the best potential for survival. We also give a voice to all affected by ovarian cancer, acting as 

an advocate with policymakers, healthcare professionals and scientists to ensure it gets 

prioritisation on the national health agenda. The charity has a deserved national and international 

reputation for the role it has played in supporting high quality research and has to date invested in 

excess of £6m in this area. 

1. Main purpose of the job 

 

We are looking for a talented, well-organised, process-focused relationship builder to maintain, 
develop and grow the key income derived from community fundraising for the organisation and 
to manage the team’s supporter care processes. 

The post forms part of the Fundraising Team which is comprised of Corporate, Challenge Events, 
Trusts & Foundations, Major Donor and Community Fundraising. This role will play an important 
part in driving forward further growth and helping to build a sustainable base of long-term 
fundraising support for the charity’s work. 

 

2. Position in organisation 

 Reports to Senior Fundraising Manager 

 Main relationships 
Senior Fundraising Manager, Challenge Events Co-Ordinator, 

Fundraising Interns and volunteers 

 
Direct contacts/ 

stakeholders 

Supporters, especially community fundraisers, volunteers and 
suppliers. 

3. Scope of the job and key areas of responsibility 

 

 
Supporter Care  
- Working with the Fundraising Intern to ensure that all donations are recorded, thanked and 

followed up efficiently, appropriately and personally. 
- Regularly update the outgoing thank you letter to keep in line with our most recent 

achievements and upcoming projects. 
- Respond to enquiries from the general public made over the phone or via email. 
In Memory Fundraising and Tribute Funds 
- Maximise income from online Tribute Funds by building relationships with fund holders 

through regular contact and support.  
- Incentivise and secure the continued support of Tribute Fund holders through the higher 

giving programme, ensuring all supporters receive correct recognition for their efforts. 



 

- Develop marketing opportunities to promote Tribute Funds where possible. 
- Manage bi-annual Tribute Wall Events, inviting and liaising with supporters and the Ovarian 

Cancer Action Research Centre and other OCA staff to organise the event.   
- Manage all In Memory Fundraising income and developing a strategy to increase income.   
Third Party Fundraising  
- Manage and encourage third party fundraising events and supporter care by providing regular 

communications. 
- Assist with the planning and organising of third party fundraising events including obtaining 

necessary permits, sending materials and attending events when required. 
- Proactively engage supporters with important dates and events through the creation of 

fundraising campaigns and initiatives  
- Organise bucket collections and investigate other profitable types of public collections, recruit 

volunteers and manage the event 
Community Groups 
- Manage and encourage Community Groups by providing regular supporter care. 
- Assist with the planning and organising of Community Group events including obtaining 

necessary permits and sending materials when required. 
- Encourage supporters to form Community Groups when opportunity presents. 
General 
- Maintain and update the database consistently, accurately and carefully when necessary. 
- Research and keep up to date with competitor activity to identify new community fundraising 

opportunities. 
- Contribute positively to team meetings and be willing to get involved with various fundraising 

and awareness campaigns taking place within the organisation. 
- Provide updates and progress reports when required. 
- Be flexible and willing to assist in other areas of the charity’s activity when required. This 

includes all major special events and challenge events. 
 

4. 

Skills and experience 

 Excellent communication skills, both written and verbal 

 Excellent interpersonal skills and ability to build strong relationships with individuals and 
groups 

 Excellent organisation skills and most be process-focused to ensure the effective 
running of the team’s central database 

 Ability to work autonomously, manage own workload through effective prioritising, 
organising, planning and scheduling of activities 

 At least two years working in community fundraising or in a similar role 

 Experience of planning and coordinating community fundraising events 

 Good IT skills (word, excel, internet) 

 Experience of working with volunteers  

 

Personal qualities 

 Flexible, tenacious and driven to succeed 

 Enthusiastic, energetic, highly motivated and a positive attitude 

 Tact, diplomacy and an ability to maintain confidentiality 

 Ability to work cross-functionally  

 



 

Start date:  June 2016 (flexible) 

Salary:   £22,000 - £25,000 depending on experience 

This job description does not form part of your contract of employment. The duties laid down in 
this job description may change from time to time following a review and in consultation between 
post holder and Chief Executive. 

  


