
 

JOB DESCRIPTION 

Job Title: Philanthropy & Partnerships Projects Assistant (Interim)  

Reporting to: Head of Philanthropy & Partnerships   

Location: London with potential to be flexible  

Hours of Work: 21.5 hours/week 

Contract: Interim    

Salary: National minimum wage  

  

Purpose of Job 

To support the Trusts, Corporate and Philanthropy teams with writing, research, and administrative 

projects to ensure that we are maximising sustainable long term income for Dementia UK. 

This temporary role will work on a number of distinct projects over a 2-3 month period, identified as 

being crucial to the development and growth of the Trusts, Corporate and Philanthropy teams. 

 

Key responsibilities 

 Producing a series of “case for support” documents for the team to use, including gathering 

relevant project information from across the organisation, and producing high quality 

written copy to create a bank of formal proposal documents that are suitable for an external 

audience 

 Conducting in depth research into charitable trusts, foundations, companies and 

philanthropists who have the potential to support Dementia UK 

 Producing thoughtful and inspiring stewardship pieces for our supporters, such as thank you 

letters, reports and updates 

 Supporting the team with administration of the thanking and stewardship process  

 Supporting the Philanthropy & Partnerships team with other activities as and when required 

 



Person specification 

 Strong writing skills, with the ability to write persuasively and adapt writing styles to 

different audiences 

 Great attention to detail 

 A quick learner and self-starter 

 Methodical, thorough and diligent 

 Team player, and willing to work across a number of fundraising streams  

 Personable and friendly, who is able to confidently build relationships with staff across the 

charity 

 Desire to work to improve the lives of families affected by dementia 

Experience 

 We are looking for someone who is a recent graduate, or is looking to start a career in 

charity fundraising. We can offer training and support to ensure the right candidate has the 

skills and knowledge to excel at the role.  

 Whilst this role will be based within the Philanthropy & Partnerships team, we can offer an 

overview and understanding of all fundraising income streams.  

 


