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JOB DESCRIPTION 

Job Title:  Supporter Care Officer  

Reporting to: Supporter Care Manager  

Salary:  £25,000 

Location: 7th Floor, One Aldgate, London EC3N 1RE  
 
Hours of Work: 37.5 hours a week (5 days a week) 9.00am – 5.30pm 

 
Contract:  Permanent  

Benefits: 33 days annual leave, plus bank holidays (pro rata); 
contributory pension; cycle to work scheme; season 
ticket loan 

 
About Dementia UK 
 
Every three minutes, someone in the UK is diagnosed with dementia, and 
it is now the leading cause of death. 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.  
 
Dementia UK helps families cope by giving them a lifeline to living more 
positively day-to-day through the unique, specialist one-to-one support of 
our specialist Admiral Nurses. When things get challenging or difficult, our 
nurses work alongside people with dementia and their families, giving 
them the expert guidance and practical solutions that they need, which 
can be hard to find elsewhere. Dementia UK Admiral Nurses help people 
to live more positively with dementia in the present, and to face the 
challenges of tomorrow with more confidence and less fear.  
 
Our aim is to ensure that there is an Admiral Nurse available for every 
family that needs one.  
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About the Supporter Care Officer Role 
 
Dementia UK has experienced exciting and unprecedented growth over 
the past four years, more than doubling income to £6.9 million.  
 
We have seen significant growth in income and have ambitious plans to 
maintain this growth; so we can significantly increase the number of 
Admiral Nurses, and the specialist support they provide.   
 
This role will involve working as a key member of a busy Supporter Care 
team, helping to maintain and drive fundraising growth across a number 
of income streams. You will achieve this by ensuring the best possible 
supporter experience for all of our donors, and by proactively improving 
processes and ways of working. 

  
 
Job Description  
 
Purpose of Role  
 
Reporting to the Supporter Care Manager, this is an exciting time to join 
the supporter care team. The supporter care officer will deliver excellent 
customer care to supporters and potential supporters of Dementia UK 
while working closely with our database, Raiser’s Edge, to assist with gift 
processing.   
  
Key responsibilities 

• Be the first point of contact for existing supporters and new donors 
who respond to our fundraising activities by phone, email, letter or 
digitally, delivering outstanding supporter care.  

• Process credit card donations over the phone. 
• Be responsible for thanking our supporters in a timely manner, 

including by letter, email and online, personalising these 
communications appropriately. 

• Enter and maintain accurate records on our fundraising database, 
Raiser’s Edge. 

• Assist with gift processing 
• Play an active role in developing the supporter journey at Dementia 

UK, working with the Supporter Care Manager, Head of Supporter 
Care & Database Services, and colleagues across Fundraising & 
Communications. 

• Perform any other reasonable duties as requested by the Supporter 
Care Manager or Head of Supporter Care & Database Services. 
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• Have an active involvement in relevant internal and external 
meetings. 

• Be aware at all times of the roles and responsibilities of all staff in 
the department in order to direct calls and enquiries correctly. 

• Work at all times in compliance with the Fundraising Regulator’s  
Code of Fundraising Practice, the General Data Protection 
Regulation (GDPR), and Dementia UK policy. 

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

• Ensure that equality policies and practices are fully integrated into 
all aspects of the work. 

• Participate in supervision, work planning and training as required. 

 
Person Specification 
 

Knowledge and Skills 

• Excellent communication skills, both oral – including telephone – 
and written. 

• Excellent attention to detail and numeracy skills. 
• High computer literacy with comprehensive knowledge of Microsoft 

Office applications, especially Word, Excel and Outlook. 
• Excellent interpersonal and donor care skills. 
• Able to prioritise and organise own workload and able to adapt to 

changing demands in a busy environment. 
• Ability to work effectively as part of a small team and to take 

initiative when appropriate. 
• A commitment to Dementia UK’s purpose and values. 
• Ability to clearly represent an organisation with confidence to an 

external audience 
• Ability to perform administrative and process-based tasks where 

required. 
  

Experience 

• Experience of working in fundraising or a charitable organisation 
• Experience of delivering high quality supporter/ customer care. 
• Experience of Fundraising databases including Raiser’s Edge 
 

 

November 2018 
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