
 

         

JOB DESCRIPTION 
 

JOB SPECIFICATION 
 
Job Title:  Fundraising and Events Assistant 
 
Responsible to: Head of Fundraising 
 
Salary: £20,280 pa 
 
Benefit: 8% Employer’s Pension Contribution  
 
Tenure:  Permanent 
 
Hours: Full Time (40 hours) 
 
Location:  LDHQ, Westminster, London SW1P 3AE 
 
 
Purpose of job 
 
This is a key role providing high quality administrative and events support to the Liberal 
Democrats Fundraising Team. The Liberal Democrats is a dynamic organisation that 
is looking to build on its growth from 2016 and rise to the challenges ahead in 2017.  
 
The Fundraising team are integral to this growth and this job is an exciting opportunity 
to develop a whole range of skillsets and work across all aspects of the Liberal 
Democrats. 
 
Key Responsibilities 
 

1. Finance and data management 

 Process all incoming donations and add to the Raiser’s Edge Database  

 Administrate donor declaration forms for all individual and corporate donors 

 Manage the income tracking spreadsheet and produce weekly income reports 

 Maintain donor records in the Raiser’s Edge database and generate reports 

and queries as needed 

 Draft, obtain approval and send out thank you letters to donors from the chief 

executive and the Party Leader 

 Research and evaluate prospective donors to the Party 

2. Event Management:  

 Locate and book suitable venues and negotiate reasonable rates 

 Draft and send out event invitations in MailChimp and manage guest lists 

utilising Excel  

 Correspond with attendees and serve as primary liaison to hosts and event 

venues 

 Liaise with parliamentary offices of Liberal Democrat MPs and Peers who 

may be required for events 



 Attend and manage on-site logistics at events including registration, greeting 

attendees and managing the programme and timings 

 
PERSON SPECIFICATION 

 

This is a fast paced role suited to someone with excellent organisational and computer 

skills, effective time management and good interpersonal skills. 

 

Essential Skills and Experience 

1. Self-starter with strong administrative skills and excellent attention to detail 

2. Excellent computer skills including Word and Excel 

3. Good communication skills, both orally and in writing 

4. Ability to prioritise multiple tasks and meet short deadlines 

5. Sympathy with the aims and values of the Liberal Democrats and motivation to 
support our fundraising efforts. 

Desirable Skills and Experience 

6. Knowledge of Raiser’s Edge database or other donor management databases 

7. Experience in organising and managing events 

8. Knowledge and experience of mailchimp email marketing system 

 
 


