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Fundraising Assistant 
40 hours per week. Permanent contract 
 

Department: Development Level: Support-3 
Reporting to: Fundraising Manager Location: Remote 

Job Description 

Purpose of the Post 
As Fundraising Assistant at sister charities, ACCT UK & CCFA, you will play a key role in the 
growth of existing fundraising and in the creation of new income streams. Stewarding 
fundraisers, helping to develop new and existing fundraising campaigns, building relationships 
internally within the cadet organisations and externally with Trusts and Foundations, 
corporates and major givers. You will provide administrative and operational support, 
including maintaining the fundraising database. You will work closely with the rest of the 
Development team, in particular the Marketing department, to ensure that both charities can 
provide increasing financial support to cadets and adult volunteers across the UK.  
 
Principal Responsibilities 
 

• Be the first point of contact for fundraising emails and phone calls, ensuring that all 
enquiries are dealt with in a professional and timely manner.  

  
• Assist with the management of fundraising data in the Customer Relationship 

Management system, ensuring records are kept up to date and data processing is 
compliant with statutory regulations. 
  

• Provide stewardship support to fundraisers, providing them with help and information, 
sending fundraising materials, engaging in regular communications by email and 
phone, and ensuring everyone who has raised money receives appropriate recognition. 

 
• Support the management of the charities’ online giving programmes, including Enthuse, 

Just Giving and Givestar.  
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• Work with the finance team to ensure all fundraising donations are correctly tracked 
and assigned. Support with monthly and annual financial reporting.  

  
• Assist the fundraising manager in the creation of fundraising reports to donors, working 

with the grants team and marketing team to show the impact of donor support.  
  

• Support the development of fundraising materials and shop merchandise including 
market research, liaison with suppliers and management of stock. 

  
• Research corporate opportunities, grant giving organisations and potential major givers.  

 
• Support applications for grants and funding bids by drafting responses, and gathering 

relevant data or supporting documentation.  
 

• Research future challenges and events, including support to the fundraising manager in 
developing in-house charity fundraising events.  
 

• Work with the marketing team to provide information for fundraising content including 
website articles, social posts and fundraising materials.  

  
• Support fundraisers by attending camps, events and challenges alongside the 

Fundraising Manager or as a representative of the fundraising department. This will 
mean working the occasional evening or weekend.  

  
• Build relationships with our key audiences in the Army Cadet Force and Combined 

Cadet Force, to support their continued engagement with the charities.  
 

• Support the team with events, including ACCT UK’s annual Excellence Awards and 
charity centenary celebrations in 2030. 
 

• Any other commensurate task as directed by line management. 
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Key Skills and Attributes 
 
Essential Desirable Methods of 

assessment 
Qualifications and Training 

 • A fundraising qualification. 
• Evidence of continuing personal 

and professional development. 

Application, 
interview 

Experience and knowledge 
• Experience of a fundraising or customer 

facing role. 
• Experience of building and maintaining 

strong relationships. 

• Experience of using a database / 
CRM. 

• Understanding of charitable 
fundraising and the different 
income streams. 

• Familiarity with youth, education, 
or uniformed organisations. 

 

Application, 
interview, 
references 

Skills and ability 
• Strong understanding of Microsoft Word 

and Excel. 
• Highly organised, able to prioritise 

tasks. 
• Excellent verbal and written 

communication skills. 
 

• Information gathering, research 
and analysis skills. 

Application, 
interview, 
references 

 


