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Fundraising Supporter Care Officer 
 

Caritas Diocese of Salford (‘Caritas Salford’) is the principal social action agency of the 
Catholic Diocese of Salford.  We have a proud history of supporting people through our 
diverse range of projects and services.  Our mission is to put Love into Action.   
 
Inspired by the Gospels and the teachings of the Catholic Church, we work across Greater 
Manchester and parts of Lancashire to help those experiencing poverty, disadvantage and 
discrimination to transform their lives with dignity.  We provide a practical response to 
those in crisis, suffering hardship or at risk. We rebuild lives for the long-term, enabling 
people to live in a safe, healthy and secure environment.  We call for a better, more just 
world, where the voices of the poor are heard and acted upon, and we positively influence 
the systems, decisions and resources that affect those in need. 
 
This is an exciting time to join Caritas as, following our recent strategic review, we seek 
to develop and expand our impact.  This part-time, permanent role will play an important 
part in making that happen: helping to strengthen and develop our relationships with 
supporters, donors, fundraisers, parishes and schools; and driving growth across our 
income streams, so we can expand our charitable services to meet emerging need. 
 
Working alongside the Income Development and Relationships Manager, you will support 
our work to meet new and ambitious fundraising targets and ensure regulatory compliance 
standards for data protection. 
 
What you will gain from this role? 
 

- Experience of working closely with the Income Development and Relationships 
Manager and other senior staff as part of a team approach to build success. 

 
- The opportunity to learn about our diverse range of projects and how we make a 

difference to the lives of people experiencing crisis and challenge.   
 

- Clear objectives in line with Caritas’ aims and values and encouragement to be 
ambitious and creative, use your initiative and take responsibility. 

 
 
If this sounds like the perfect opportunity for you and you’d like to become our new 
Fundraising Supporter Care Officer, we would love to hear from you! 
 
Closing date:  Monday, 22 November at 12 noon 
 
Interview Date(s): Monday, 29 and Tuesday, 30 November 
 
Our recruitment checks, induction and ongoing support and supervision reflect our 
commitment to safeguarding the people who use our services.  Caritas Diocese of Salford 
strives to be equal opportunities employer and welcomes applications from all sections of 
the community. 
 
 
 
 



2 
 

 
 

JOB DESCRIPTION 
                                  

POST TITLE: 
 
Fundraising Supporter Care 
Officer 
 

LOCATION: 
 
Our Support Office location is Caritas House, Nobby Stiles 
Drive, Manchester M4 4FA.  The post-holder has the 
opportunity to work flexibly in line with our flexible and 
agile working policies.   
 
 

HOURS OF DUTY: 
 
20 hours per week 
 
Preferably to be worked over 
5 days per week, but with 
the opportunity to discuss 
flexibility  
 

GRADE:  
 
SCP15-19 

SALARY: 
 
£23,541 - £25,481 per annum, 
actual salary £12,725 - £13,773 
 
 
 

RESPONSIBLE TO: 
 
Income Development & 
Relationships Manager 
 
 

MAIN CONTACTS: 
 
Internal 
♦ Senior and service managers 
 
External 
♦ Individual donors, fundraising schools and parishes 
 

RESPONSIBLE FOR: 
 
The increase in charitable 
donations 
 
SPECIAL CONDITIONS OF SERVICE: 
 
♦ Flexibility of working hours to meet the needs of the service 

 



3 
 

Overview and job purpose: 
 
We are seeking somebody to help us to increase income for the Charity, so that we can 
continue our work supporting people facing challenge and crisis.  You will achieve this by 
providing an excellent experience to our supporters across a number of areas, in particular 
our individual donors, peer-to-peer fundraisers, and potential supporters in diocesan 
parishes, schools and the wider community.   
 
You will currently be used to building great relationships on a daily basis – both by 
telephone and in writing – and delivering upon your promises.  You know how to ask 
appropriate need-finding questions, listening carefully to the answers, in order to 
establish what is really important to the other person.  Your written and verbal 
communication skills reflect the high standards of care you take in all of your work.  You 
are used to working on a client relationship management (CRM) and contact management 
database, and able to organise, prioritise and complete tasks to tight deadlines.  
 
The Fundraising Supporter Care Officer will contribute to the implementation and 
achievement of the Charity’s Income Development Strategy.  The suitable candidate will 
understand and be sympathetic to the work of the Catholic Church, be passionate about 
supporting the work of the Charity as the principal social action Charity of the Diocese, 
including promoting and strengthening social action in line with the social teaching of the 
Church.  
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JOB DESCRIPTION 
 

FUNDRAISING SUPPORTER CARE OFFICER  
 
 
CARITAS DIOCESE OF SALFORD PRINCIPLES AND VALUES 
 
The post-holder will be required to work within and represent the principles, ethos and 
values of Caritas Diocese of Salford in all aspects of their work. 
 
 
POLICIES AND PROCEDURES 
 
The post-holder will work in line with the Policies & Procedures of Caritas Diocese of 
Salford.  They will also be required to ensure that everyone is treated in accordance with 
the Equal Opportunities policy of Caritas Diocese of Salford, with particular emphasis on 
anti-discriminatory practice and the promotion of the rights of children, young people and 
vulnerable adults. 
 
 
SAFEGUARDING 
 
Everyone at Caritas has a safeguarding responsibility. As part of the role, the post-holder 
will undertake mandatory safeguarding and Prevent training as part of their induction.  
The post-holder will be required to ensure that children, young people and vulnerable 
adults are safeguarded. The role includes a duty to refer any safeguarding concerns they 
may have to their line manager. 
 
 
MAIN TASKS AND RESPONSIBILITIES 
 
1. Increase income for the Charity across a number of areas through relationship building. 

 
2. Comply with the legislation and responsibilities in handling personal data, in 

accordance with our values. 
 
3. Keep accurate and up-to-date records of funds raised and produce regular internal 

reports for colleagues. 
 
4. Develop, maintain and use a library of inspiring and relevant personal stories (case 

studies) to communicate impact. 
 
5. Passionately articulate to supporters about the impact that donations make to the lives 

of those served by the Charity. 
 
6. Develop, implement and participate in fundraising or supporter events. 
 
7. Identify, qualify and recommend potential sources of funding available from grant-

making Trusts and statutory bodies. 
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8. Promptly respond to telephone or email enquiries about supporting the Charity, 
ensuring that communication is clear and any follow up is actioned. 

 
9. Respond to and thank supporters for their donations, either electronically or by post. 

 
10. Ensure that supporter records on the Charity’s CRM system (Donorfy) are accurate, up-

to-date and properly recorded, including ensuring that transactions made by cash, 
standing order or cheque are included on the supporter’s record, and that duplicate 
records are cleared. 

 
11. Keep good records of communication between the Charity and our supporters, as well 

as information that helps monitor the effectiveness and efficiency of all fundraising 
and communications activities. 

 
12. Update our records for any personnel changes in diocesan parishes and schools.  
 
13. Support peer-to-peer fundraisers from beginning to end, including help with their 

online fundraising platform, provision of resources, communicating progress, 
acknowledgment of their achievement, and celebrating and communicating the impact 
they have made. 

 
14. Write and maintain a suite of on-brand standard supporter care responses, gaining sign 

off from appropriate senior colleagues.  
 
15. Support parish-based Caritas ambassadors with fundraising materials and assistance. 
 
16. Support the team with fundraising, marketing and communications activities as 

required, including sharing the stories of supporters and fundraisers. Contribute to the 
development of content for use on our website and social media platforms. 

 
17. Keep up to date with procedural, technical and IT developments relating to the role 

and best practice within the sector, changes to relevant legislation, codes of practice 
and digital innovation.  

 
18. Keep up to date on relevant issues / policies affecting the charity sector, our services, 

our diocese and the Church.  
 
19. Work with other teams internally to maintain mailing lists and databases in accordance 

with data protection legislation.  
 
20. Monitor, evaluate and report to managers on key metrics to ensure continual 

improvement of our approaches in supporting fundraisers and individual donors.   
 
21. Participate in training to develop skills, knowledge and service standards. 
 
22. Undertake all administrative work generated by the post.  
 
23. Undertake any other duties commensurate with the role. 
 
24. To provide cover for colleagues during periods of annual leave and sickness. 
 
25. To work within all relevant policies and procedures for employees of Caritas. 
 
26. To carry out any other duty, commensurate with the level of the post, as may be 

determined by the Director. 
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Promotion and Fundraising: 
 
As a charity, Caritas Diocese of Salford relies on a certain amount of fundraising.  All 
members of staff are expected to contribute to fundraising activities and to be committed 
to promoting Caritas Diocese of Salford at every opportunity. 
 
 
Health and Safety General Responsibilities: 
 
All employees have a responsibility for their own health and safety and that of others 
while undertaking their duties.  Employees have a general duty to assist Caritas Diocese of 
Salford in implementing its general statement within the Health and Safety Policy. 
 
All employees must report workplace hazards to their Line Manager and must report any 
injury or illness arising from workplace activities as outlined in Caritas Diocese of Salford 
guidance. 
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PERSON SPECIFICATION FOR THE POST OF 
 FUNDRAISING SUPPORTER CARE OFFICER 

  
REQUIREMENT ESSENTIAL DESIRABLE ASSESSMENT 

METHOD 
Qualifications 
 

♦ Excellent standard of written 
English and Maths evidenced 

♦ Undergraduate degree 
 

♦ Certificate in 
fundraising or a 
professional 
recognition of sales 
ability 
 

Application 
form & 
documentation  

Skills ♦ Ability to speak and write 
persuasively 
 

♦ Ability to question supporters 
appropriately in order to deliver 
income for the Charity’s vision 
and mission 
 

♦ Excellent IT skills, including 
Microsoft Office 

 
♦ Good working use of a Client 

Relationship Management (CRM) 
and contact management 
database 

 
♦ Excellent verbal and written 

communication skills with the 
ability to form and maintain 
effective positive relationships 
with donors and supporters 

 
♦ Ability to work independently 

with initiative in line with 
organisational values. 

 
♦ Good organisational and 

prioritisation skills and the 
ability to work to tight deadlines 
when required 

 
♦ High level of accuracy and 

attention to detail in all areas of 
work 

 
♦ Ability to work with sensitive 

and confidential information in 
a discreet and professional 
manner 

 
 
♦ Ability to deal sensitively with 

queries/calls from donors, 
potential supporters and 
colleagues 

 
 

♦ Stewardship of donors 
/ supporters in the not 
for profit sector 
 

♦ Evidence of personal 
income success in 
fundraising or sales 
 

♦ Ability to interrogate 
databases; collating 
and analysing statistics 

 
♦ Experience of using 

Donorfy or a similar 
database 

 
♦ Ability to design 

communication to 
supporters using 
Mailchimp (or 
equivalent) 
 

♦ Ability to use social 
media scheduling 
programmes (e.g. 
Hootsuite) 

 
♦ Good presentation 

skills  
 

Application 
form & 
interview  
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Knowledge ♦ Understanding of how to 
develop and strengthen 
relationships with customers / 
supporters potentially gained 
through sales, customer service 
or other supporter care roles.   

 
♦ Evaluation methods and 

monitoring 
 

♦ Charity supporter 
journey 
 

♦ Fundraising approaches 
 

♦ Event management 

Application 
form & 
interview 

Experience ♦ Previous experience of customer 
/ client  / supporter facing role 

 
♦ Working with databases and 

spreadsheets 
 

♦ Previous experience of 
fundraising or sales 
targets 
 

♦ Development of 
relationships / 
stewardship over time 
 

Application 
form & 
interview 

Special 
conditions 

♦ Must be able to work within and 
promote the ethos and values of 
Caritas  

 
♦ Some flexibility regarding hours 
 
♦ Able to contribute to promotion 

and fundraising on behalf of 
Caritas 

 

♦ Knowledge of the 
services and functions 
of the Diocese of 
Salford, especially 
through parishes and 
schools 
 

 

Note for Applicants:   Please try to show on your Application Form how you meet these 
requirements, as this will be used for shortlisting purposes. 
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