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 Job Description 

 

Job title:  Fundraising Support Officer 

Reports to:   Events and Community Fundraising Manager 

Direct Reports:   None 

Location:   Letchworth, Hertfordshire 

Hours:   35 hours a week (full time 9am – 5pm) 

Main purposes of the job 

 Provide professional support to the Fundraising Team, ensuring a high level of supporter 

care and stewardship. 

 Provide a friendly and welcoming first point of contact for telephone, email and postal 

enquiries from fundraisers to the MS Trust  and a second point of contact for general 

enquiries 

 Capture using the Raiser’s Edge database, sign-ups, details of income, orders for 

publications and merchandise and details of any changes to address/mailing preferences 

from telephone calls, post, email and website transactions 

Main tasks and responsibilities 

Fundraising 

 Provide first line support for the Fundraising team including answering calls & email 

enquires in a professional & timely manner with a focus on stewardship and starting and 

developing good relationships with existing and future fundraisers. 

 Offer ongoing support and enthuse fundraisers whilst they are raising money for the MS 

Trust.  

 Pick, pack and despatch Fundraising and merchandise materials whilst ensuring this is 

recording on Raisers Edge. 

 Managing & maintaining the stock of fundraising materials 

 Manage the Fundraising inbox, dealing with basic enquiries or passing on to the appropriate 

fundraiser. 

 Support the whole Fundraising team through busy campaigns.  

 Using Raisers Edge to ensure new fundraising pages and fundraising packs are linked 

correctly to relevant fundraisers in a timely manner.  

Data entry and Database Admin 

 Liaise with the Officer Manager and occasionally with the HPP admin and Finance Assistant 

to capture, using the Raiser’s Edge database, sign-ups, details of income, orders for 

publications and merchandise and details of any changes to address/mailing preferences 

from telephone calls, post, email and website transactions.  
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 Occasionally Support the Office Manager to manage the day to day requirements for post 

and courier collections, coordinate cross organisation requirements, place online orders, 

deal with any issues arising and check and confirm invoices for processing 

 Occasionally support the Office Manager to process HP / bulk orders for publications. 

 Ensure consistent data processing and data quality and take remedial action to correct any 

issues, e.g. de-duplication, data clean, data audits, etc.  

• Support the acknowledgment process across the fundraising team by running database 

mailings to acknowledge voluntary income against pre-agreed appeals, referring to the 

Fundraising team for any specialist, community or major donor gifts. Where necessary 

prepare individual acknowledgments e.g. for gifts with oral gift aid declaration.  

• Ensuring you are aware and working alongside our data protection policies  

General Office Support 

 Provide back-up support to the Office Manager/SSO, especially in terms of answering 

incoming telephone calls responding in a timely and professional manner to ensure that all 

enquirers are given a good impression of the MS Trust. Re-direct calls to other teams as 

required showing particular sensitivity to callers wishing to speak with the Information team 

about personal matters.  

 In conjunction with one other colleague, collect and open incoming post and sort it into 

relevant types, distributing as appropriate.  

Other 

• Demonstrate flexibility to deal with any peaks and troughs in work load and provide cover for 

colleagues in the event of planned and unplanned absences. The post holder will be expected to 

undertake any other reasonable duties to support the work of the MS Trust, and be proactive in 

helping other teams when time permits 

• All staff are expected to make a positive contribution to the work of the MS Trust and are 

encouraged to support Fundraising activities and to raise ideas with their line manager for 

improvements in efficiency, performance or service, especially in response to customer 

feedback.  
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Person Specification 
 

Requirement Essential Desirable 
Customer Service Skills Friendly and welcoming  

customer focused telephone 

manner 

Ability and confidence to handle 
difficult and or confidential 
situations, discussing sensitive 
data with donors and health 
professionals, e.g. credit card or 
bank details 
 
Understanding of GDPR 

Experience of working in a busy 

office environment, having a 

proven track record in a 

customer facing role 

Experience of working with 
financial processes e.g. credit 
card processing 

IT and Database Skills Knowledge of MS Office 
applications including Outlook 
and Excel (or equivalent) 
 
A willingness and ability to learn 
how to use unfamiliar IT 
packages and software 
 
Understanding of the 

importance of data quality and 

willingness to ensure data 

integrity 

Knowledge of CRM/Database 

ideally the Raiser’s Edge 

Advanced knowledge of MS 

Word and Excel (or equivalent) 

Experience of demonstrating 

how they have developed and 

maintained specialist skills 

required for the role. 

 

Communication / interpersonal 
skills 

Highly effective communication 
skills (written and verbal) 
 
Sensitivity and compassion 
when speaking to people 
affected by multiple sclerosis 
 
Ability to build rapport with 
colleagues and external contacts 
to promote the work of the MS 
Trust 

 

Flexible team working style Ability to pay attention to detail 
and produce accurate and high 
quality work, quickly 
 
A common sense approach to 
getting jobs done and 
proactively helping out 
colleagues when time permits 

Ability to take a proactive 
approach to problem solving 
 
Interest in contributing to the 
voluntary sector 
 
 
 

Manual Handling  Physically fit and able to handle 
heavy boxes for despatch or re-
stocking of materials 

 

 


