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Fundraising and Communications Officer
Accountable to: 	Communications & Engagement Manager
Location:		Cardiff (with some flexible home working). 
Occasional travel throughout Wales when required.
Hours:			35 hours per week (full time).
Starter Salary:	£28,637.00 per annum


Role Overview:
The Fundraising & Communications Officer plays a key role in supporting the delivery of an integrated fundraising and communications programme at St John Ambulance Cymru.
Working across the team, the postholder will provide high-quality administrative, operational, and creative support to fundraising activity, campaigns, and communications channels. The role will contribute to income generation, supporter experience, brand awareness, and engagement with stakeholders including supporters, volunteers, media and the public. The postholder will act as an important central contact point, ensuring strong data management, effective communications, and a positive experience for all supporters.
Key duties and responsibilities:
Fundraising Support
Act as first point of contact for fundraising enquiries across multiple channels, ensuring timely and professional responses.
Provide administrative support across fundraising activities including campaigns, appeals, and events.
Support the delivery of fundraising events, including occasional out-of-hours working.
Assist with donor stewardship, supporter journeys, and delivering excellent supporter care.
Process donations, Gift Aid, and financial records in collaboration with Finance.
Work with external fundraising platforms (e.g. JustGiving, CAF, PayPal) to ensure seamless supporter experience.
Data & CRM Management
Maintain accurate and up-to-date supporter records on the CRM system.
Run data queries and provide insight to support fundraising and marketing campaigns. 
Support compliance with data protection and fundraising regulations.
Communications & Engagement
Create and schedule content across digital channels, including social media and website.
Monitor and respond to social media enquiries in line with brand tone and guidelines.
Assist in drafting and proofreading communications materials including newsletters, reports, and campaigns.
Support the delivery of internal communications (e.g. staff and volunteer newsletters).
Assist with media relations activity, including drafting press releases and responding to enquiries. 
Monitor and analyse media coverage, social media, and digital performance against KPIs.
Brand & Campaign Support
Ensure consistency of brand, messaging, and tone of voice across all communications.
Support integrated fundraising and communications campaigns.
Assist with the production of key publications such as the Annual Review and Impact Report.
Volunteer & Stakeholder Engagement
Support engagement with volunteers, ensuring they are equipped to communicate and fundraise effectively.
Build positive relationships with internal teams, stakeholders, and external partners including media contacts.


General Responsibilities
Provide administrative support including raising purchase orders, supplier liaison and campaign coordination.
Work collaboratively across teams to support organisational priorities.
Keep up to date with fundraising, communications and charity sector developments. 
Embody and exemplify the charity’s values at all times and hold others to account for the same.
Demonstrate a commitment to inclusion and welcoming diversity, championing equality of treatment and opportunity. 
Perform any other duties commensurate with these responsibilities, the band of the post and skills and qualifications of the post-holder. 

This job description is intended as an outline indicator of general areas of activity and will be amended in light of the changing needs of St John Ambulance Cymru. It is expected that the post holder will be as positive and flexible as possible in this regard.

Person specification
This is a specification of the experience, skills, etc. that are required to effectively carry out the duties and responsibilities of the post (as outlined above) and forms the basis for selection.

	Requirements
	Essential
	Desirable
	Assessment Method

	Qualifications and Experience
	
	
	

	Educated to GCSE level (or equivalent experience)
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Application

	Experience of working in a support/admin role
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Application / Interview

	Experience in charity, fundraising or communications environment
	
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	Application

	Experience of using CRM systems and/or databases
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	Application / Interview

	Experience of social media or digital communications
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Application / Interview

	Experience working with volunteers or stakeholders
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Application / Interview

	Relevant qualification (e.g. marketing, PR, fundraising)
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	Application

	Current Enhanced DBS Certificate
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	If you don't already hold this we will arrange it free of charge

	Skills, knowledge and abilities

	Strong organisational and administrative skills
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	Interview

	Excellent written and verbal communication skills
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	Interview

	IT skills including Microsoft Office and digital platforms
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	Application

	Ability to manage and prioritise a varied workload
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	Interview

	Attention to detail and accuracy, particularly with data
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	Interview

	Ability to work collaboratively across teams
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Interview

	Understanding of fundraising and/or communications principles
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	Application

	Absolute commitment to role modelling our St John Ambulance Cymru values and helping others do the same
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Interview

	Ability to work outside normal working hours when absolutely necessary
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	Interview

	Welsh language skills
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	Application
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