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	Job Title
	Fundraising Administrator

	Responsible to
	Public Fundraising Manager

	Location:
	 SeeAbility’s head office (Leatherhead, Surrey) with some remote working where needed. Occasional travel to SeeAbility homes, fundraising events or team meetings.  

	Hours: 
	30 hours per week (Permanent)




	Your Role

	The factual bit:
Join us and play a key role in delivering exceptional experiences, building strong and lasting relationships with our supporters that make a real difference. As Fundraising Administrator you’ll be at the heart of our fundraising success – providing efficient, high-quality administrative support to the team. You will be a part of helping the Fundraising Team to grow our income and fulfil our values so that SeeAbility can achieve its ambitious goals. 

Our Values

[image: ]

What you bring 
You are someone who thrives on delivering great experiences and keeping things running smoothly behind the scenes. You bring a mix of people skills, organisation and attention to detail, alongside a genuine passion for making a difference. 

Your experience: 
· Delivering high-quality supporter or customer care
· Working within a fundraising or similar fast-paced team environment
· Using databases and online platforms with confidence and accuracy.
Your strengths:
· Brilliant organisation skills – you can manage a varied workload and meet deadlines with ease
· Clear and engaging communication, both written and verbal
· A natural relationship builder, able to work effectively with others across the team.
· Strong IT skills and confidence using different systems.
· A positive, empathetic and friendly approach to all interactions
· High levels of integrity, discretion and professionalism
· The ability to adapt quickly and prioritise effectively when things change

Your mindset:
· Flexible and willing to occasionally work outside core hours when needed
· Passionate about supporting people with learning disabilities, autism and sight loss to achieve their goals
· Committed to SeeAbility’s mission and values, with a working style that reflects them every day.


	Your responsibilities

	In this role, you’ll play a vital part in delivering outstanding supporter experiences and keeping our fundraising activity running smoothly and effectively. 

Supporter care and relationships
· Champion exceptional supporter care, staying up to date with sector trends and bringing fresh ideas to continually enhance the supporter experience. 
· Respond to donor enquiries with professionalism and empathy, resolving any issues or complaints with care and confidence. 
· Ensure every supporter interaction is meaningful, accurate and reflects the values of SeeAbility.

Data, donations and processes
· Play a key role in processing donations accurately and efficiently, including handling cheques and lottery returns.
· Working with the accounts team to reconcile bank statements, paying careful attention to detail.
· Ensure all income is recorded correctly, with timely thanking and coding to deliver a seamless supporter experience.
· Maintain high-quality, up-to-date supporter data, ensuring all records and financial transactions are managed with precision and care
· Complete essential financial and compliance processes, helping to ensure accuracy, transparent and accountability across fundraising activity. 
· Provide high-quality and innovative administrative support to the fundraising and engagement team.
· Play an active role in supporting the delivery of fundraising activities, campaigns and initiatives. 
· Work collaboratively with colleagues to build a positive, supportive and high-performing team environment.
· Act as a proud ambassador for fundraising, helping to grow a strong fundraising culture across the organisation.

Working together and doing things right
· Accurately record all communications and actions on the fundraising database
· Work closely with colleagues across SeeAbility, responding to requests and supporting shared goals
· Handle sensitive information with the highest level of confidentiality and professionalism
· Follow all relevant policies and procedures, including health and safety requirements.
· Ensure compliance with fundraising regulations and data protection standards, including GDPR and PECR
·  
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Respect is our We spark We learn together We believe in
starting point Imagination to be our best each other
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Live. Love. Thrive. Belong.




