
 

 
 

The Vegetarian Society 
Job description 

 

Job Title:   Fundraising Support Officer   

 
Reporting to:  Head of Fundraising & Membership  
    
Main Relationships:  Head of Fundraising & Membership, Fundraising & Membership Team, , 
colleagues,  funders, members of the public, members and supporters 
 
My job influences, inspires and supports people to embrace and maintain a vegetarian lifestyle by 
delivering fundraising activities to raise income in support of our work.  
 
 
Main Duties: 

 
1. To deliver fundraising activities as instructed, writing project plans and delivering on time and to 

budget  
 

2. To work with other teams on projects, helping to ensure fundraising plans are incorporated  
 

3. To write fundraising evaluation reports, identifying strengths, weaknesses and areas for 
development. 
 

4. To manage fundraising budgets related to your work  
 

5. To engage members of the public, our members and supporters  and others in fundraising as 
required 

 
6. To keep  records and complete monitoring of your work  

 
7. Represent the Vegetarian Society at events to members of the public and supporters as needed 

 
8. Ensure the website fundraising information is up to date, and provide content as appropriate 

 
9. To assist in the creation of new fundraising materials as needed to support fundraising activities 

 
10. Participate in the day to day work of the organisation – such as reporting, attending team and 

Board meetings as required, participate in planning and taking a flexible approach to general 
administrative and support tasks. 

 
11. To undertake any such relevant and appropriate duties as required 

 
 



 

Main Responsibilities: 
 

1. To meet all fundraising targets and timelines 
 

2. To maintain and update database of fundraising contacts 
 

3. To ensure the highest return on investment for fundraising activities you deliver 
 

4. To identify and explore new fundraising opportunities for the charity 
 

5. To manage relationships with funders and donors on behalf of the charity 
 

6. To ensure all fundraising activities and communications comply with all relevant fundraising and 
legal regulations and best practice recommendations 

 
7. To promote a fundraising-positive culture within the organisation by supporting colleagues in 

their understanding of their role in fundraising and working collaboratively to develop activities 
 

8. To manage your budget and keep appropriate records of your work 
 

9. To develop your own skills and knowledge so you are confident and capable in your own role 
 

10. To help manage the health, safety and welfare of yourself and your colleagues. 
 

11. To minimize the environmental impact of the organisation and your own work. 



 

PERSON SPECIFICATION FORM 
 
The person appointed to this post would normally be expected to meet the following:                               
        

                   

Experience and Qualifications 
Essential  Desirable 

 Professional or personal experience of fundraising activities  E  

 Experience of working in one of the following areas: 

 Fundraising 

 Marketing 

 Sales 

 Customer Service 

 Retail 

E  

 Experience of delivering work to deadlines E  

 Experience of delivering targeted and personalised communications   D 

 Experience of working on projects E  

 Experience of using customer relationship management databases to support 
delivery of work, preferably Raiser’s Edge 

 D 

 Experience of research and report writing  D 

Skills & Knowledge 
  

 Understanding of the importance of regulations governing fundraising and 
marketing activity 

E  

 Strong writing and communication skills  E  

 High standard of computer literacy (Excel, Word, Power Point and Outlook 
and the Internet). 

E  

 Ability to work as part of a team and independently E  

 Good level of numeracy, preferably used in managing budgets E  

 Project planning  D 

Attributes 
  

 Ability to plan, balance and manage competing priorities E  

 A creative and proactive approach to all areas of work with a ‘can do’ attitude E  

 Committed to personal and professional development, particularly in the 
development of a fundraising career 

E  

 Friendly and personable with the ability to build rapport with supporters E  

 A personal commitment to the Vegetarian Society’s mission to promote 
understanding and respect for vegetarian lifestyles 

E  

 Ability to work occasional evenings/weekends, attend out of hours meetings 
and travel 

E  
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