
 

Fundraising Officer 
 

Job Description and Person Specification 
 

Purpose of the role 

Are you ready for a new challenge? Are you a team player? You could be just the person 
we need to help the Green Party achieve our ambitious plans for development and public 
engagement. With the launch of our new fundraising and engagement strategy, it’s 
certainly an exciting time to join us! 

In this role within our small and close-knit fundraising and engagement team, you will 
make a huge difference to our ability to develop opportunities we’ve never explored 
before. You will work with our Fundraising Manager and Head of Finance to move forward 
all aspects of our fundraising - you will need to pick up existing relationships as well as 
identifying new opportunities, so people skills are a must. 

Salary: £22,950 - £27,758  

(Points 6-17 on the GPEW salary scale) 

Hours: Full time – 35 hours per week 

Job type: Permanent 

Location: GPEW Head Office - London 

Line manager: Fundraising Manager 

Line management responsibilities: Not applicable 

Key relationships: Fundraising Committee; Membership team; 
Communications team; Conferences team 

Application process: 

Applications to be submitted by 5:00pm on Wednesday 9 January 2019, and interviews to 
be held the week commencing 14 January 2019.  Please email your completed application 
form (found on www.greenparty.org.uk/jobs) to recruitment@greenparty.org.uk 

 

Principle Roles and Responsibilities 
 

Fundraising campaigns 

1. Planning and delivering fundraising appeals and campaigns. 
2. Updating and maintaining database and other records of fundraising campaigns, 

and donations. 
3. Organising fundraising events and promotions 
4. Ensuring that an annual fundraising calendar is kept up-to-date and shared with 

regional and large local parties. 
5. Supporting the preparation of funding applications. 

http://www.greenparty.org.uk/jobs
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6. Developing a better segmentation of the interests of members and supporters so 
that these can be reflected in fundraising appeals. 

7. Working with other staff to find creative ways to support fundraising appeals and 
campaigns by means of video content and using social media 

Major donors 

8. Supporting the Fundraising Manager in developing and managing new fundraising 
products, schemes and events, and marketing them 

9. Researching prospective corporate, major, trust and public  donors 
10. Supporting the Fundraising Manager in establishing and maintaining close and 

strong working relationships with new and existing donors  
11. Providing updates to Party donors on how their money is being spent, and the 

outcomes they are helping to deliver 
12. Working with the membership team to ensure that current and new members are 

kept informed of the benefits offered to them by affinity partners 

Communication and research 

13. Research and write case studies on the impact of the Party’s work 
14. Respond to enquiries from trusts, corporations and members of the public 
15. Write funding applications and proposals to trusts, foundations and corporations 
16. Write external and internal reports for trusts and foundations on the use of existing 

grants, as well as fundraising progress by the Party on a regular basis 

Other responsibilities 

17. Management and development of merchandise sold through the Green Party gift 
shop 

18. Maintaining and updating donor records on the fundraising database 
19. Contributing from time-to-time to the conception and delivery of fundraising advice 

and training for colleagues and for regional and local parties. 
20. Liaison with external fundraising agencies, such as phone banking or street 

fundraising organisations 
21. Supporting the conferences team in generating income, e.g. from exhibitors, 

sponsors and partners, from the Party’s spring and autumn conferences 

  



 

Person Specification 
 

 Attribute Essential/
desirable 

Experience Approaching and managing relationships with donors and/or other 
campaign stakeholders 

Essential 

Researching funding sources Essential 

Event planning and management Essential 

Delivering fundraising appeals Desirable 

Contributing to fundraising applications Desirable 

Sales experience Desirable 

Skills/abilities Well-organised, with excellent attention to detail and ability to 
manage multiple priorities 

Essential 

Works effectively under pressure and meeting deadlines Essential 

Excellent written and verbal communication skills, as well as skills 
in persuasion and story telling 

Essential 

Budget management and financial reporting Essential 

Database management skills Essential 

Ability to think innovatively and creatively Essential 

Knowledge Understanding of Green Party organisation at local, regional and 
national level 

Essential 

Familiarity with relevant campaigns issues and organisations Desirable 

Personal 
attitudes 

Sympathy with the aims and policies of the Green Party, and with 
development of a more sustainable society 

Essential 

Creative and open minded with a willingness to innovate in pursuit 
of the objectives of the role 

Essential 

Personal 
circumstances 

Eligible to work in the UK Essential 

Able and willing to work occasional unsocial hours and outside of 
normal office hours as required 

Essential 

Not a member of another UK political party Essential 

Member of the Institute of Fundraising Desirable 

Equality Committed fully to the principle of Equal Opportunities for all in line 
with Green Party policies 

Essential 



 

 

General points applicable to all Green Party of England and Wales jobs: 
 
1. The Green Party strives to be an Equal Opportunities employer and requires its 

employees to carry out their work in accordance with its polices on equality of 
opportunity in relation to employees and volunteers, in promotion of the party’s policies 
and access to the Party’s services. 
 

2. Green Party staff are required to abide by any policies in place to ensure, for example, 
health and safety at work, data protection, etc. 
 

3. Green Party staff may be required to attend Green Party Executive (GPEx) and other 
meetings and conferences, so long as at least two weeks' notice is given and this does 
not conflict with leave already agreed. These meetings may take place out of office 
hours, in which case time off in lieu will be awarded. 
 

4. The Green Party has a democratic structure with annual elections. Employees need to 
be aware that the organisational priorities which determine their work priorities are 
decisions of the Executive and may be subject to change as an Executive changes. 

 
5. Green Party staff are assigned goals, work plans, guidelines and priorities by their line 

managers as part of the annual planning and review system, but are expected to show 
initiative within this framework in managing their workload to meet the overall goals of 
the party in line with the organisational plan. 

 
6. Green Party staff are required to request authorisation for any major overtime from 

their line manager before undertaking any such work and to use an online system to 
manage their leave and TOIL in conjunction with their line manager. 
 

7. Green Party staff may, from time to time, be required to provide written or oral reports 
to the Executive. 

 
8. Green Party staff should be open to developmental needs which may arise and work 

with their line manager to address these needs through training or other routes. 
 
9. Green Party staff are expected to identify and make recommendations to their 

manager on improving the systems within the office. 
 
10. Green Party staff are expected to participate fully in the Party’s teamwork ethos, 

attend staff meetings, share team duties and responsibilities and develop their work in 
co-operation with other colleagues. 

 
11. Green Party staff are expected to promote and develop the role of volunteer staff 

within their area of responsibility in liaison with the HR & Office Manager and in 
accordance with the current policy on the management of volunteers. 

 
12. Whilst every endeavour has been made to outline all the duties and responsibilities of 

the post, a document such as this does not permit every item to be specified in detail. 
Broad headings may therefore have been used, in which case all the usual associated 
routines and duties are naturally included in the job description. Green Party staff are 
expected to undertake any other reasonable tasks as requested by the Executive via 
their Head of Department, CEO or relevant GPEx Co-ordinator. 

 
This job description may be periodically reviewed in consultation with the post holder. 

 


