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INDIVIDUAL GIVING ASSISTANT 

JOB DESCRIPTION 
 
Job Title:  Individual Giving Assistant  

Department   Fundraising and Engagement 
Location:  Hybrid - with at least one day a week in Head Office 

(Aldgate, London) 
Hours of Work:   37.5 hours (Monday to Friday)  

Contract:   Permanent contract, full-time   
Salary:    £27,000 

Annual Leave:   33 days (excluding 8 bank holidays)   
 

Other Benefits:   Pension - 8% Contribution 
   Enhanced maternity, paternity and adoption leave   

Childcare Vouchers (subject to eligibility)  
Season ticket loan  

 

Reporting to:  IG Manager 

Direct Report:   None 
 

Relationships:  Internal: Individual Giving, Data & Supporter Care, 
Marketing & Communications, Community & Events, 

Philanthropy & Partnerships, Finance, Operations 

External: suppliers & agencies for design, 

copywriting, print, fulfilment, digital marketing; 
membership organisations  

 
About Dementia UK 

Dementia is a huge and growing health crisis. By 2025, it’s predicted that over 1 
million people in the UK will be living with this often-devastating condition. Almost 

all of us will know someone with dementia – whether it’s a family member or a 
friend. There is no cure for dementia. But there is care. And care can change lives. 
That’s why Dementia UK is here. Our nurses, called Admiral Nurses, who we 

continually support and develop, provide life-changing care for families affected 
by all forms of dementia – including Alzheimer’s disease. 

 
Dementia UK has seen significant income growth over the past five years, and we 

have ambitious plans to maintain this growth so we can significantly increase the 
number of Admiral Nurses, and the specialist support they provide. 

 
Individual Giving fundraising is playing an integral part of this growth as a key 

income stream for the charity. 
 

Purpose of Job  
To play a key role in the Individual Giving (IG) fundraising programme by 

supporting the administration of the day-to-day activities of the IG, Legacy and 
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In Memory team; you’ll be responsible for responding to enquiries across multiple 
channels including phone, email, social media and print, thanking supporters, 

collating results, recording invoices and providing an exceptional experience to 
our supporters. You’ll also a play a part in our telemarketing campaigns, providing 
stewardship support, call listening and feedback to agencies.  

 
 

Key Accountabilities and Responsibilities 
 

1. Administrative support 
• Coordinating administrative processes for the IG, Legacy and In Memory 

Fundraising teams within agreed timeframes, including data 
entry, fulfilling fundraising materials and acknowledging donations 

• Working with the teams to ensure systems and processes run 
efficiently, and update these where necessary 

• Maintaining the fundraising database, Raiser’s Edge, to ensure all 
supporter information is accurate and up to date 

• Maintaining accurate expenditure tracker, including coding expenditure 
and filing invoices 

• Overseeing and recording stock levels of fundraising materials, including 
organising the replacement of fundraising materials when required 

• Ensure confidentiality and best practice is adhered to throughout all work 
in line with Dementia UK policies and procedures and DMA, Fundraising 

Regulator and GDPR legislation and codes of practice. 
 
 

2. Stewarding supporters 
• Providing excellent stewardship to supporters – ensuring that they are 

responded to within agreed timeframes and in a warm, friendly and 
supportive manner 

• Monitoring multiple email inboxes, responding to enquiries within SLAs 
and forwarding emails as appropriate to other members of the IG, Legacy 

and In Memory team 
• Responding to supporter comments on Facebook, showing appreciation 

and sensitivity and monitoring concerns or complaints 
• Sending handwritten thank you cards to selected supporters 

• Contributing to development of stewardship journeys and cross-sell 
supporter journey across multiple channels 

 
 

3. Supporting the delivery of telemarketing and lead generation 
campaigns  

• Downloading data from Facebook lead generation forms and securely 
sharing it with telemarketing and digital agencies 

• Developing welcome email journeys on Dotdigital email platform  

• Monitoring stock levels and fulfilment SLAs with fulfilment agency 
• Listening to selected telemarketing calls and providing feedback on the 

quality of the call 
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• Escalating call listening feedback to the IG Manager where a need for 
training or ethical/safeguarding concerns are highlighted  

 
 

4. Supporting overall programme planning, delivery and reporting 

• Contributing to development of new and existing activities within the IG 
programme, including attending ideas generation workshops and 

evaluations 
• Completing internal briefs – Supporter Care, Donation page, Social Media, 

Brand, Content, Editorial – within agreed SLAs 
• Liaising with suppliers and agencies to source quotes and monitor SLAs 

• Updating weekly, monthly and quarterly reporting spreadsheets 
 

 
5. Additional general responsibility for all staff 

• Actively promote the core values of Dementia UK whilst working 
towards achieving the strategic objectives of the charity, focusing on 

the impact of the departmental operational plan and people strategy 
• Supporting the management team to ensure that Dementia UK fulfils 

its obligations for the health, safety and security of all staff and 
relevant stakeholders including volunteer 

• Represent Dementia UK in relevant charity sector initiatives and 
ensure that the charity continues to learn from and share information 

with internal and external stakeholders as appropriate 
• Promoting equality of opportunity, diversity and inclusiveness to 

ensure that the delivery of people management, policies and systems 

through all aspect of the charity are fair, transparent and consistent, 
without prejudice or discrimination to all internal and external 

stakeholders 
• To complete any other additional duties and responsibilities as 

requested, commensurate with this role, and to work at all time in 
compliance with relevant legislation and Dementia UK policy 

 
This is not a contractual document and is subject to variation from time to time 

as circumstances dictate. This job description summarises the main duties and 
responsibilities of the post and is not a full and exhaustive list of tasks. All 

Dementia UK staff are expected to demonstrate flexibility and willingness to 
perform appropriate tasks when the need arises.  

 
 

 
 

 
 

 
Team Structure  
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INDIVIDUAL GIVING ASSISTANT  

PERSON SPECIFICATION 
 
The skills, abilities, experience, and knowledge outlined below provide a summary 

of what is required to carry out this job effectively; together with the selection 
criteria required to demonstrate competency to carry out the role. 

 
 

Experience, skills and qualifications  

Essential 

• Experience of administrative processes  
• Experience of delivering excellent customer service/supporter care 

• Experience of using databases 
• Experience of building positive relationships with colleagues and external 

contacts 
• IT literate with intermediate level Microsoft Office 365 applications 

including Excel, Word, Powerpoint, Sharepoint and Teams  
 

Desirable 
• Experience of using Raiser’s Edge 

• Experience of using Dotdigital  
• Knowledge of charity and data protection laws 

• Knowledge of the Fundraising Code of Practice 
 
 

Personal Attributes 
 

Essential  
 

• Excellent written and verbal communication skills  
• Excellent organisation and ability to prioritise a high and varied workload to 

meet tight deadlines 
• Excellent attention to detail and accuracy with personal information and 

data 
• Ability to work effectively as part of a team  

• A proactive and positive approach to problem solving 
 

 


