
 
 

 

 

 

 

Brain Tumour Research - Job description 

Community Fundraising Officer 
 
Job Purpose:  
 
To work with the Community Fundraising Team and other members of the Brain Tumour 
Research team to ensure effective delivery of the community fundraising strategy and plan. 
 
To forge excellent relationships with volunteers, fundraising groups and individual supporters 
through a consistent stewardship programme. 
  
To provide support to the Fundraising team at Head Office and in the regions, including with 
fundraising events, and mass-participation campaigns. 
 
 
Main duties: 

 
1. Manage and develop Brain Tumour Research’s Community Fundraising Supporter 

Management programme, which includes income management, supporter liaison, 
and administration. 
 

2. Provide ‘front line response’ to telephone, postal and email enquiries relating to 

Community Fundraising and signpost/follow up as appropriate. 

3. Manage self-registrant supporters for the annual Wear a Hat Day campaign, 

providing them with access to relevant information including SoR purchase/ordering 

relevant event merchandise, regular communications and campaign updates, post 

event updates and surveys. 

4. To forge excellent relationships with supporters, volunteers and fundraising groups, 
providing fundraising advice, guidance and signposting, while promoting best 
practice in fundraising. 
 

5. Ensure all relevant information about supporters and potential supporters is 
promptly and accurately recorded on ThankQ, in conjunction with organisational 
guidelines and in line with Data Protection legislation. 
 

6. To act as a liaison between the Community Fundraising Managers and the Finance 
and Operations Team to provide regular reports and other information to Community 
Fundraising Team to support delivery of income targets. 
 

7. Provide regular reports on income to Management Team to inform ongoing strategy. 
 

8. Work with the Regional PR team to ensure appropriate media coverage for 
fundraising activities being undertaken by supporters 
 

9. Support the research, development and implementation of new Community 
Fundraising initiatives and products. 



 
 

 

10. Minute taking, recording of actions from meetings, and following up on actions from 
meetings. 
 

11. Undertake any other reasonable duties as required by the Heads of Community 
Fundraising and the Director of Fundraising. 
 


