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Job Description: Fundraising Assistant  

1.  Background Information 

About The Connection at St Martin’s 

The Connection is based in the heart of London, near Charing Cross Station and Trafalgar Square. Our 

history of working with people experiencing homelessness can be traced back to the First World War, 

and we offer both short-term practical help and more intensive long-term support to clients who are 

sleeping rough or vulnerably housed. Westminster is the epicentre of rough sleeping in the UK, and 

we work closely with people who find themselves on the edge in Central London, with nowhere else 

to turn. 

We deliver a range of services from three sites: 

 A Triage and Brief Intervention Service for people experiencing housing crisis to understand their 

situation, signpost, provide housing advice and access to health care where appropriate 

 A Resource Centre providing facilities that give dignity and practical support to our clients - 

including showers, laundry, c/o address, IT access, basic healthcare services and meals 

  Resilience and Recovery work including a therapeutic group work programme, support with 

training and employment, and routes into mental health and drug and alcohol treatment 

 A Housing and Resettlement advice service, which helps people to access, supported 

accommodation and the private rented sector, reconnect to places where they have roots in the 

UK, and undertakes immigration case work. 

 A Street Engagement Team which includes an innovative daytime outreach service that works 

across the West End with those on the streets that face multiple disadvantage. 

  Sites at which teams offer short to medium-term accommodation options for clients, with a 

wraparound support offer. This enables people to recover in a safe and secure environment with 

a roof over their heads. 

About the role  

The Fundraising Assistant is an opportunity join an ambitious and forward-thinking Fundraising & 

Communications team. The post-holder will play a major part in the team by working across all income 

streams to engage and look after our supporters and their data in order to maximise involvement with 

our work.  

This role requires a thoughtful and ambitious individual, keen to develop a career in fundraising and 

get experience across a range of fundraising disciplines. We are looking for a personable and 

professional self-starter with strong communication skills who can help us build relationships with our 

donors and support them to experience the impact of their commitment to the charity. The post 

holder must also have strong administrative skills and be able to co-ordinate a number of important 

processes for the team to make us more efficient and effective.   

You may have a background in a customer service environment or experience of working in a 

fundraising team and/or a charity environment. Specific work experience is not essential. We are 

principally looking for a candidate who can demonstrate a willingness to learn, a passion for our cause 

and an ability to communicate with our staff, volunteers and supporters.  
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2.  Responsibilities  
 

1) Support the creation of yearly stewardship plans and communications for donors, 
supporters and volunteers 

 Create a bank of thanking resources for the team to thank donors in special ways 

 Support the production a yearly donor impact report for the team members to 
adapt for their supporters 

 Support with hand written acknowledgements for donations and thanking of our 
supporters 

 Explore creative ways to bring our work to life, for example video and infographics 

 Support the Events Manager with a stewardship events programme to steward 
current supporters and engage new donors 

 Support with organising visits for donors to the Centre to experience our work first 
hand. 

 
2) Support the Fundraising team with income coding and wider processes 

 Ensure that every donation above £5,000 has a gift agreement signed and recorded 

 Ensure that each team member is coding their income accurately and on time 

 Ensure that the income pipeline is kept up to date by team members to ensure we 
are presenting an accurate and up to date forecast for the year ahead 

 Act as primary liaison for the Head of Supporter Involvement with managing our 
supporter database. 
 

3) Support the delivery of The Connection at St Martin’s Fundraising activity, this may include 
Corporate Volunteering activities, Events, Philanthropy, Research, Social Enterprise and 
Individual Giving.  

 Support with Corporate Volunteering activity including inductions, liaising with 
services to identify opportunities for volunteers and act as point of contact for 
volunteers  

Responsible to: Head of Fundraising Development  

 

Responsible for: N/A 

Job Purpose:  Support the creation of yearly stewardship plans and communications for 
donors, supporters and volunteers. 

 Support the Fundraising team with income coding and wider processes. 

 Support the delivery of The Connection at St Martin’s Fundraising activity, this 

may include Corporate Volunteering activities, Events, Philanthropy, Research, 

Social Enterprise and Individual Giving.  

 Ensure compliance with The Connection at St Martin’s policies and procedures, 

regulation and best practice standards in Fundraising, Volunteer Management 

and Data processing and compliance.  

 Work in support of the wider Fundraising & Communications Team as required 

 

Salary  £24,222-£28,698 (Scale points 7-17) 

Contract: Full Time 
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 Support the Events Manager with the organisation and delivery of major events, 
community and challenge events 

 Support income generation activity when required. 
 

4) Ensure compliance with The Connection at St Martin’s policies and procedures, regulation 
and best practice standards in Fundraising, Volunteer Management and Data processing and 
compliance.  

 Work closely with the Head of Fundraising Development to ensure that all CSTM 
policies and procedures are followed throughout all activities undertaken  

 Ensure a good familiarity with the Fundraising Regulator’s Code of Fundraising 
Practice, and that all work is undertaken in line with their best practice and legal 
guidelines  

 Support the team with accurate data entry, assisting with any problems that arise 
with our database management system.  

 
5) Work in support of the wider Fundraising & Communications Team as required 

 Act as a supportive and collaborative colleague, working in conjunction with others 
as and when necessary, providing occasional capacity to other areas in moments of 
pressure.  

 Attend supervisions, team meetings and other meetings as required 

 Undertake any other duties that may be reasonably required. 
 

2.1  
 
The above list of job duties is not exclusive or exhaustive and may be subject to change. The post 
holder will be required to undertake such tasks as may reasonably be expected within the scope and 
grading of the post. 
 

3.  Person Specification 
 

Knowledge and Experience 

Experience of working in an office environment 

Experience of working in a fundraising team (desirable) 

Experience of building relationships with clients, supporters, colleagues or stakeholders.  

Experience of volunteering, or of working with volunteers 

Experience of co-ordinating events or activities  

Experience of carrying out research activities in support of a goal 

A basic understanding of fundraising mechanisms 

Experience of fundraising a minimum of £1000 (desirable) 

Experience of working in a customer service environment (desirable) 

Skills and Attributes 

Very strong written and verbal communication skills, including the ability to communicate with a 

range of audiences and to present information in an engaging way. 

Extremely strong attention to detail  

Proactive and driven 

A solutions-focussed outlook 

Calm under pressure 

The ability to work independently and in teams 

The ability to manage time and prioritise workload effectively. 
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The ability and willingness to work flexible hours on occasion. 

The ability to participate in CSTM’s common systems, policies, procedures and written materials. 

Able to handle personal and sensitive information about individuals in accordance with CSTM’s 

policies and procedures and observe the duty of confidentiality. 

The ability to demonstrate imagination, initiative and flexibility in problem solving in an environment 

of change. 

Able to handle personal and sensitive information about individuals in accordance with CSTM’s 

policies and procedures and observe the duty of confidentiality. 

 
 


