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Temporary Full-Time Fundraising Assistant

Job Description
Accountable to: 
Assistant General Secretary, responsible for Fundraising 
Role purpose: 
To be the Administrative Assistant for CaTEW’s major gifts fundraising campaign, maintaining the donor database and providing administrative support to the fundraising team including organising meetings and events.  
Location:
39 Eccleston Square, London, SW1V 1BX
Main Tasks:
1. To organise, maintain and develop existing database of current and prospective major donors.
2. To provide high quality administrative support to the staff involved in fundraising.
3. To maintain correspondence files. 
4. To work with the Development Officer in arranging meetings with prospective donors.
5. To assist with undertaking research on prospective donors and identifying potential donors.

6. To work with the Assistant General Secretary, Fundraising Consultant and  Development Officer, together with the Cardinal and Bishops responsible for particular projects, design and manage a 12-month calendar of cultivation activities and actions. 
7. To assist in planning and organising fundraising meetings, dinners and other events as required.
8. To contribute to the general work of the Bishops Conference secretariat and to be willing to undertake other tasks at the request of the Assistant General Secretary.  

Person Specification

Essential criteria:

· A graduate or equivalent with experience of working in an office environment. 

· Sympathetic to the aims and objectives of the Catholic Church, with some knowledge of its teaching and structures.
· Highly organised and efficient administrative skills. 
· Excellent written and verbal skills. 

· Excellent inter-personal skills.
· Competent in Microsoft Word, Outlook, and Excel. 
· Is at ease with a wide variety of audiences.
· Self-motivated, self-reliant, enthusiastic and team player. 
· Attentive to detail, adaptable, flexible, quick to critically absorb and retain information.
Desirable Criteria:

· Experience of working in a fundraising environment.

· An understanding of the Corporate, Statutory and Charitable Trust.
· An understanding of marketing communications, Corporate Social Responsibility (CSR) and sponsorship.
Terms and Conditions

· The employer is the Catholic Bishops’ Conference of England and Wales – CaTEW is a registered charity No 1097482.
· The place of work is 39 Eccleston Sq, London SW1V 1BX.  

· This is an interim position on an 6 months full-time contract.
· The starting salary is £18,000, which will be pro-rata by 6 months. Salaries are reviewed annually.
· There is a CaTEW personal pension plan scheme which CaTEW will match contributions up to a maximum of 6% of salary. You are eligible to join after 3 months (this applies to permanent employees. If successful candidate becomes permanent, it will be back dated from when originally employed). 
· We offer a death in service benefit which is three times the basic salary.
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