
 
 

JOB DESCRIPTION 

 

Job Title: Fundraising Coordinator 

Reports to: Finance and Administration Manager 

Location  All WHAG Projects and travel across those projects.  

Responsible for  Service co-ordination of WHAG’s fundraising and its volunteers 

and students.   

Date Created May 2016 

Date last  

Reviewed 

October 18   

 

WHAG and the work we do  

 

WHAG is a leading charity delivering quality support services to women, men 
and their families who are affected by domestic abuse and homeless vulnerable 
women across North West England. Improving the safety and life opportunities of 
our service users and supporting them in their recovery. 
 

 

Overall Aim 

To work in partnership with the finance and administration manager and 

fundraising committee to coordinate, manage and expand the existing fundraising 

programme. Covering grant applications, trust funds and community fundraising as 

part of the fundraising strategy. Identify new and develop existing opportunities, 

co-ordinate and develop fundraising income to support WHAG’s core operations to 

secure the long term financial sustainability of the charity.   

 

 

Job Description  

The list does not cover the full scope of tasks and responsibilities of the 

fundraising coordinator but illustrates some of the areas of emphasis for this 

post. 

 

Main responsibilities 

 To lead and coordinate WHAG’s fundraising project ensuring it is 

delivered in line with WHAG strategies, resources and procedures to 

operate effectively and in line with agreed policies and plans. 



 
 

 Liaising with all projects within WHAG to understand how they work, 

develop partnerships and assess their fundraising needs. 

 Coordinate and expand the current fundraising programme to meet 

agreed targets: Research potential fundraising opportunities from known 

trusts, grant and lottery sources and any other bodies who may be able to 

support the work of WHAG including the organising and supporting of 

events.  

 Develop processes and procedures to support, encourage and increase 

participation in community fundraising via social media. Maximising 

fundraising income generated through digital platforms and campaigns. .  

 Engage with our volunteers to encourage them to actively participate in 

fundraising initiatives and volunteer engagement using all methods of 

communication including websites, emails, newsletters and social media. 

 Devise and develop a model for corporate partnership and sponsorship. 

Keeping up to date with legislation and policy related to fundraising. 

 Input into the setting and controlling of your project’s budget.  

 Maintain, monitor, evaluate and report on all fundraising linked activities. 

Provide regular written reports and updates to the FAM and for the 

fundraising committee and trustees on progress, opportunities and 

concerns 

 Create opportunities for donors and key funders to see the impact of their 

gift/donation.  

 To work closely and cooperatively with the management team on all 

fundraising initiatives, planning and execution and input into the business 

meeting.  

 

2. External Relationships 

 To represent  WHAG develop relationships in an appropriate and 

professional manner to its stakeholders and relevant bodies ensuring that 

the charity’s profile and reputation are enhanced 

 Research and establish  a donor giving scheme ‘Friends of  WHAG’ 
 

3. Responsibilities shared with all staff  

 To ensure that the values and principles underlying WHAG’s services are 

maintained and developed. 



 
 

  Promote inclusion and diversity in all WHAG’s service and practices. 

 To participate in regular supervision and annual appraisal and help in 

identifying your own job related development and training needs. 

 To undertake any other duties that may be required which are appropriate 

to you role  

 To work at times other that office hours to attend meetings, participate in 

networks, fundraising events and ensuring that the service is accessible. 

 

Person Specification  

 

Essential  

 

   A recognised fundraising qualification or fundraising knowledge and 

skills. 

 Ability to develop effective relationships.  

 Ability to organise and coordinate successful and profitable fundraising 

events. 

 Ability to manage, train and motivate and monitor fundraising volunteers. 

 Ability to work to deadlines and targets with good prioritisation, initiative 

and time management skills. Communication and reporting skills 

including social media, verbal and in writing. 

 Good computer literacy with knowledge of word, excel, outlook and 

access. 

 Influencing and leadership skills. 

 Be resilient and able to work well under pressure, prioritise a heavy work 

load and work both reactively and pro-actively. 

 Have a high degree of integrity, tact, diplomacy and organisational spirit. 

 Have hands on approach and be a team player. 

 

Desirable  

 

 Experience of working within the voluntary sector 

 A good working knowledge of domestic abuse and homelessness and 

the support options available to people experiencing it. 

 

  

 



 
 

Values and behaviours  

Whag core values are empowerment, change, choice and strength.  

Our staff are expected to be passionate and proud of their role and WHAG. 

Team working is fundamental to our service delivery, by assisting others and 

taking on additional responsibilities/ tasks if necessary .We are also committed 

and self-motivated to achieving targets and embracing accountability for our own 

actions. 

Our staff impact on the lives of others and our business everyday so we’re 

committed to developing talent and growing ambition. We’re looking for people 

who want to be the best they can in their role and who want to make a difference. 

 

 

 

PRINCIPAL TERMS AND CONDITIONS 

 

Salary: Scale Salary Point: 22 – 25  £20, 417 - £22,392 

Hours Per Week: The basic hours are 18 hours per week spread over 3 

working days. Within these hours there will be a need 

to work some evenings and weekends, so flexibility is 

essential. The core responsibilities should be carried 

out during weekdays.  

Additional Duties: Valid DBS  

Annual Leave: 23 days per annum rising to 28 + 8 Bank Holidays  

3 days additional leave for on call duties  

Other information  Essential Car user. Travel across all WHAG projects 

and occasional overnight stays. 

Pension: 

 

WHAG operates an auto enrolment pension scheme 

with NEST which all eligible employees are entitled to 

join after a 3 months postponement period.  

Contributions to this pension are in line with statute. 

Health Plan WHAG operates a health plan for all employees after 

six months service. 

Childcare 

Vouchers 

WHAG operates a childcare voucher scheme. 

Bike to work 

scheme  

WHAG operates a bike to work scheme. 

Computer Scheme WHAG operates a computer/phone scheme. 

 

 


