
Role Description

Role: Fundraising Support Officer

Reporting to: Co-Director

Job Purpose: To support fundraising administration, including updating the donor
database, reconciling donation reports, updating the shared drive. Support
with donor communication including thank you emails for donations,
creating social media graphics and scheduling posts, in line with our
branding guidelines and communication plan. Updating the website with
blog posts. Supporting with marketing and implementation of fundraising
events, campaigns and appeals. Support with researching Trusts and
Foundations information such as deadlines and funding priorities.
Reconciling our finance system for donations received.

Hours: 7 hours per week, to either be worked in two blocks of 3.5 hours or in 1 day
(5-6 hours per week will also be considered)

Salary: £11 per hour / £20,020 per annum pro-rata

Pension: 3% employer contribution, 5% employee contribution (opt-out available)

Contract: Initial 1 year fixed term contract, with a view to extending if funding allows.

Base: The role will be home-based with occasional travel to Brighton or London.

About Raising Futures Kenya

For 20 years Raising Futures Kenya (UK charity no.1181670) has worked alongside local people in
Kenya to develop projects which are owned by the community and create long-term, sustainable
change to reduce poverty and improve livelihoods.

Through our Seed of Hope training and support programme we enable 14-25 year olds (75% girls) to
secure employment or start a small business, generating enough income to live above the poverty line.
We provide free technical/vocational education and business skills training, alongside mental health
and wellbeing support which has led to over 90% of graduates being in employment,
self-employment or further education.

In the UK we have two staff, both Co-Directors. Kirsty works full-time and Vic works 2 days per week.
As Fundraising Support Officer you will be supporting our Co-Directors by ensuring all of the back-office
donor data and administration is kept up to date so we can make informed decisions about future
fundraising plans. You will also have some direct communication with supporters.



Role Description

To include, but not limited to;

1. Donor administration
a. Updating our donor database, Salesforce, with accurate donor information. From adding

notes from email or phone communications, updating GiftAid and communication
preferences or adding contact information. We need to ensure our data is accurate and
up-to-date to best support fundraising.

b. Adding donation data from our various fundraising and donation platforms (CAF,
JustGiving, GlobalGiving etc) into our finance system (Xero) and onto Salesforce.

c. Reconciling our monthly regular donations and identifying any donations which have
lapsed.

d. Supporting GiftAid claims and managing GiftAid declarations.

2. Donor communications
a. Sending thank you emails and cards to supporters who have made a donation.
b. Thanking fundraisers who have raised money for us.
c. Creating graphics to use for social media and for fundraising events or campaigns (using

Canva).
d. Scheduling regular posts on our social media channels (Facebook, Instagram, Twitter

and LinkedIn).
e. Updating our website (Wordpress) with blog posts and news.
f. Helping to organise the photos, videos and student stories we use for fundraising and

communications, liaising with our Kenya team to ensure that we have up to date consent
to use them.

3. Events, campaigns and appeals
a. Supporting the planning of events, campaigns and appeals.
b. Creating graphics required (using Canva).
c. Supporting with donor and fundraiser communications and coordination during the

event, campaigns or appeal.

4. Research
a. Support with researching information on Trusts and Foundations from our pipeline

including deadline dates, funding priorities, average grant size, adding links and relevant
details to our research spreadsheet.

5. Administration and General
a. General support with administration and maintaining our shared file drive.
b. As with all small charities, we all wear many hats so there may be times when you’re

asked to do something outside of this list. We’ll ensure you have the training and support
you need to succeed!

c. You’ll be an ambassador for Raising Futures Kenya.



Person Specification

Essential skills and values
● You’ll have previous administration experience, ideally in a charity, but any relevant experience

counts.
● You’ll be confident using computers including applications such as Word and Excel.
● You’ll be compassionate and have empathy for the young people and team we work alongside

in Kenya.
● You’ll be competent. We don’t expect you to know everything or be good at everything. We do

expect our team to ask for support and training to enable them to be the best they can be.
● You’ll have integrity and honesty. We all work remotely and rely on our team being honest about

working the hours we, as a charity, are paying them to work.
● You’ll be passionate about working for a charity and doing the best you can to play your part in

supporting young people in Kenya to become self-reliant.
● You’ll be flexible and adaptable. As a small charity sometimes we all need to lean in and do

things we aren’t keen on for the benefit of the charity. We’ll be flexible and adaptable with you
so it’s a two way street.

● You’re a team player. You’re conscious of the commitment and pressures of the rest of your
team and do what you can to lift them up, knowing they’ll do the same for you.

● You’ll be a good communicator. Working remotely we need to be communicating well with
members of our team so we know the status of work and how everyone is feeling!

Desirable
● Ideally you have worked in a people-facing role, such as customer service or with donors.
● Ideally you worked in a charity in a fundraising role previously.
● Ideally you’ll be familiar with using a donor database.
● Ideally you’ll have used a design programme like Canva before for creating social media

content.

What you can expect from us

● We aren’t expecting you to start the role knowing everything. We will spend time with you giving
you a full induction and training, with regular on-going support, to ensure you feel confident and
happy in your role.

● We know it’s hard to balance work and life so we want to ensure our team can get that balance
right. We are happy for you to choose whether you work these hours in a full day or two blocks
of 3.5 hours, you can choose which days of the week you would like to work these
(Monday-Friday between 9am-6pm). If there’s a week you need to swap the days you work, we
have a variety of options available to our team to ensure we can all get that balance right.

● You’ll get 22 days holiday plus 8 days bank holiday allowance (pro-rata for part-time staff).
● You’ll get 3 days a year of wellbeing leave (pro-rata for part-time staff) so you can take some

time off if you aren’t feeling right, or if you want to plan some self-care.
● As a small charity you’ll get exposure to everything which goes into running a charity and you’ll

get to work alongside our amazing team in Kenya.
● You’ll be part of an organisation who are actively working towards “Shifting the Power” from the

UK to Kenya.
● We will cover the costs of any travel and expenses up front, so that you can do your job without

worrying about waiting for out of pocket expenses to be reimbursed.
● And perhaps most importantly, we’ll have cake when we get together for face to face meetings!

To apply



Please send your CV (or copy of your LinkedIn profile) and a cover letter (no more than 1 page) stating
why you are interested in the role and what relevant skills you have relevant for the role, to Co-Director
Kirsty Erridge on kirsty@raisingfutureskenya.org.uk.

Closing date: To reach us by 9am on Monday 11th April 2022

Interview process: Shortlisted candidates will be invited to a video interview

mailto:kirsty@raisingfutureskenya.org.uk

