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Fundraising Administrator
(Apprenticeship Level 3 Business Admin)

Job Description and Person Specification

Reports to: 	Fundraising and Supporter Relations Manager 
Contract: 	Fixed Term 15 months
Hours:		37.5 per week (30 hours considered) 	
Based at: 	WWT Office, Elm Tree Court, Devizes


JOB PURPOSE
This is an exciting opportunity to start a career in the charity sector. The Fundraising Administrator will play an important role in supporting our fundraising activities, while gaining valuable experience and a strong understanding of charitable aims and donor engagement.

The Fundraising team is part of the wider Fundraising and Engagement Directorate. Our role is to inspire people to take action for nature through donations, membership, volunteering or engaging in our events, communications and activities. Our work makes a direct impact to the Wiltshire Wildlife Trust Strategy, as donations and membership deliver our nature recovery objectives, and our activities support our goal to connect 1 in 4 people in Wiltshire and Swindon with nature. 

We are looking for someone who is interested in beginning a career in fundraising or the wider charity sector and is keen to learn and develop. This role would suit someone who is organised, a clear communicator, and comfortable with administrative tasks—particularly working with data. You’ll also bring a curious mindset, with an interest in understanding how fundraising works, helping to resolve issues, improving processes, and learning about what motivates supporters.

DIMENSIONS
Direct line management reports: N/A
Budget responsibility: N/A

MAIN DUTIES AND RESPONSIBILITIES 
· Play an integral role in our Fundraising team and in the wider Fundraising and Engagement Directorate to ensure people can connect with nature.
· Support the Director and Fundraising Manager with briefings ahead of key meetings.
· Research and make initial contact with companies and organisations to explore partnership and fundraising opportunities.
· Support the Membership Officer with day-to-day administration tasks.
· Complete data entry and data cleaning on our Customer Relationship Management (CRM System). 
· Contact existing and potential supporters by phone and email, manage those relationships and support them with their giving.
· Monitor and administer fundraising appeals, logging donations on the CRM and thanking donors.
· Work with the finance team to use the finance system to process invoices and ensure donations are allocated appropriately.
· Attend events to support with logistics and welcoming people to the Wildlife Trust.
· Work with the Communications and Marketing Team, and our Engagement Team (inc. volunteers) to deliver campaigns and activities.

SAFEGUARDING
Wiltshire Wildlife Trust is fully committed to safeguarding the welfare of all children, young people and adults at risk. All WWT staff will receive safeguarding training and must ensure that they comply with WWT’s safeguarding policy.

BACKGROUND 
This is a newly created role to support the fundraising team at Wiltshire Wildlife Trust. This role is a great opportunity to learn about all areas of fundraising and the wider work of the Fundraising and Engagement Directorate. The team works across the whole organisation, resulting in education and learning across the charity. 

WORKING RELATIONSHIPS
Direct: Fundraising and Supporter Relations Manager, Membership Officer, Director of Fundraising and Engagement
Indirect: Wider Fundraising and Engagement Team, finance team, wider organisation
External: Members, supporters, corporates and partners. 

KEY CHALLENGES
N/A

SCOPE FOR IMPACT
Through providing administrative support, this role will allow our wider fundraising team (2.7 staff FTE) to focus on fundraising asks. 


EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED

	
	Essential
	Desirable

	Qualifications
	
	· Grade 5 or C in Maths and English GCSE.

	Experience
	· Ability to learn and apply knowledge.
	· Administrative work in any setting.
· Customer service experience.

	Skills
	· Good listening skills
· A high standard of literacy and numeracy. 
· Ability to build strong relationships.
· Confidentiality.
· Accuracy and attention to detail.
· Punctuality.



	· Ability to communicate verbally and electronically with different audiences.
· Data skills in CRM systems or databases.
· Proficient in Outlook, Word, Excel and Teams.
· Ability to work as part of a small team and independently as a self-starter.
· Problem solving.

	Personal attributes
	· Ambition and willingness to learn.
· Flexibility to pivot between different tasks.
· Enjoys talking to new people.
· Personable and empathetic.

	· Curiosity to research or fix problems.

	Additional requirements
	

	



Special note:
This job description does not form part of the contract of employment but indicates how that contract should be performed. The job description will be subject to periodic review and amendment in consultation with the post holder. The post holder may be required to perform duties other than those given in this job description. The duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of the responsibility entailed. Such variations are a common occurrence and would not in themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.
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