
 
JOB DESCRIPTION 

Job Title:   Challenge Events Assistant 

Reporting to:  Challenge Events Manager  

Location:  Aldgate, London 

Hours of Work:  37.5 hours per week  

Contract:  Full time, permanent 

Salary:  c. £23,970  

Background information 

There are currently over 850,000 people living with dementia in the UK, and this 
is expected to increase to 1.1 million by 2025, and 2 million by 2050. 

In response to this Dementia UK provides specialist dementia support for 
families through our Admiral Nurse Service. When things get challenging or 
difficult for people with dementia and their families, Admiral Nurses work 
alongside them, giving the one-to-one support, expert guidance and practical 
solutions people need. The unique dementia expertise and experience an 
Admiral Nurse brings is a lifeline - it helps everyone in the family to live more 
positively with dementia in the present, and to face the challenges of tomorrow 
with more confidence and less fear. 

The charity has seen significant income growth over the past four years, (income 
has more than doubled to £6.5m), and we have ambitious plans to maintain this 
growth so we can significantly increase income in this area, to grow the number 
of Admiral Nurses, and the specialist support they provide families facing 
dementia. 

Challenge Events Fundraising will play a significant part in this transformation, 
as a key income stream for the charity. Dementia UK is very invested in 
significantly growing Challenge Events fundraising and there is a great deal of 
support for the team (and post holders) to help them continue this expansion, 
making it an exciting time to join. This role is a good opportunity for someone 
motivated and enthusiastic who wants to join a growing charity and start or 
develop their career in Challenge Events Fundraising. 

  



Purpose of Job 

To engage, manage and develop relationships with event supporters, providing 
outstanding stewardship and maximising sustainable long-term income. 

Key responsibilities 

 
• Be the first point of contact for Community and Event Fundraising enquiries 

on the phone or by email, responding within agreed departmental timescales 
and ensuring excellent customer service. 

 
• Support the Challenge Events team administration; e.g. sending participant 

mailings, co-ordinating fundraising materials, supporting event activity and 
other tasks as required. 

 
• Support the Challenge Events Executives with the challenge events portfolio. 
  
• Support a variety of challenge event fundraisers from recruitment to post-

event and onward stewardship. 
 
• Manage and develop relationships with supporters, delivering excellent levels 

of supporter care including motivating them and recognising their 
achievement to encourage their long-term support. 

 
• Manage specific running and other challenge events in our portfolio. 
 
• Working with the fundraising database Raiser’s Edge to ensure all participant 

information is correct and up to date.  
 
• Work with the team to ensure smooth systems and processes and update 

these where necessary to ensure continued efficiency. 
 
• Attend events on behalf of the charity, receiving donations and delivering 

presentations on the charity’s work, where needed. 
 
• Help develop challenge event fundraising initiatives that will inspire support 

and deliver fundraising success. 
 
• Update and maintain all paper, financial and database records to agreed 

standards and timescales. 
 
• Play a full role as a member of the Community and Events team, and 

contribute to the development of the community and events fundraising 
strategy and operational plan 

 
• Work with the Challenge Events Manager on the delivery of the Community & 

Events strategy and operational plan 
 
• Support the Community and Events team in the delivery of the Community 

and Events fundraising budget and targets/KPIs. 
 



• Work in partnership with other areas of Fundraising & Communications to 
maximise the total lifetime fundraising potential of supporters, and 
awareness opportunities, for Dementia UK. 

 
• Have a strong working knowledge of Dementia UK’s vision, mission and 

impact. 
 
• Complete any other reasonable duties and responsibilities as requested, 

commensurate with this role, and to work at all times in compliance with the 
Institute of Fundraising Code of Practice, Fundraising Regulator and Dementia 
UK policy. 

 
 
  



Person specification 
 
Qualifications/Knowledge 
 
• Excellent networking and relationship management skills 
• Excellent communication skills including face to face, written and over the 

phone 
• Ability to motivate and influence supporters to maximise their fundraising 
• Excellent organisational and planning skills with the ability to multi-task and 

prioritise workload whilst maintaining attention to detail 
• Enthusiastic, committed, diplomatic and adaptable  
• Able to work effectively as part of a team 
• Commitment to achieving financial targets 
 
Experience 

 
• Experience of working in a customer or supporter focused environment 
• Experience of providing outstanding customer or supporter care 
• Experience of planning and delivering projects on time and on budget 
• Experience and confidence in Word, Excel and PowerPoint, and ideally, 

Raiser’s Edge 
• Desire to work to improve the lives of families affected by dementia 
• Willing to work variable hours where needed, with occasional evening and 

weekend events (including travel) 
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