
IC/HOF/May 22 
 

 
Registered National Charity No. 1092545 

 

Community Fundraising Assistant 
 

Hours: 35 hours per week to include evening and weekend work to suit the business 

needs of the role 

Salary: £20,000-£23,000 per annum 

Based at: Zoë’s Place Baby Hospice, Coventry and hybrid working to include occasional 

home working 

Responsible to: National Campaigns & Events Fundraiser 

Responsible for: Overseeing community-based fundraising portfolio  

 

About Zoë’s Place 

We’re incredibly proud of our Hospices. We provide end of life, palliative and respite 

care to children aged 0 to 5 years old with life-limiting or life-threatening illnesses, with 

our team of specialist nurses offering 24-7 care and support.  

 

We’ve created a safe, caring and fun place, where parents know that their child will 

receive the best care possible - a home away from home. In order to continue with our 

specialist work, we need to secure new and sustainable income growth, alongside 

delivering exceptional supporter care to our existing donors. 

 

Overview of the role 

This is a fantastic opportunity to join a progressive, exciting and ambitious team at a 

fantastic time for one of the regions best known children’s charities.  

 

As part of this role, you will be expected to help build and maintain effective 

relationships with both our local community fundraisers and supporters as well as 

working closely with local fundraising volunteers to maximise the income and impact 

the charity has in the community.  

 

You will explore innovative ways to grow our Community Fundraising income stream – 

working on fundraising pipelines, projects, and ensuring bespoke supporter care 

journeys are delivered to improve overall donor retention. 

 

As the main point of contact for our local fundraising volunteers you will ensure their 

contributions help Zoe’s Place to maximise income.  

 

Working with the National Campaigns & Events Fundraiser and Community & Events 

Fundraisers at the other Hospices, you will feed into any Trust-wide campaigns, for 

example, ‘Go Yellow for Zoë’s Place’; increasing awareness and income and contributing 

to the overall goal of making Zoë’s Place individual’s and group’s charity of choice. 

https://www.zoes-place.org.uk/default.aspx


IC/HOF/May 22 
 

 

Key responsibilities of the post 

• Steward our current community supporters and fundraisers to maximise 

income, ensure they feel valued and wish to continue supporting Zoe’s Place in 

the future 

• Recruit new community supporters and fundraisers; introduce them to Zoë’s 

Place and ensure they feel included and invested 

• Meet and exceed Community Fundraising targets 

• Support on Trust-wide national campaign; helping to increase uptake and drive 

income 

• Carry out talks / presentations on the work of Zoë’s Place and attend fundraising 

opportunities where required 

• Manage, recruit and work with our local fundraising volunteers – communicate 

regularly and ensure volunteers are kept updated and involved with voluntary 

opportunities, hospice news and fundraising events 

• Capture data where possible and utilise the Donorflex database to develop an 

outstanding and consistent supporter care journey 

• Maintain effective communication and collaboration with other team members 

in order to maximise fundraising opportunities 

• Adhere to all GDPR regulations to ensure we are compliant 

• Carry out any other reasonable duties as requested 

Experience and skills 

• Excellent interpersonal and relationship building skills 

• Demonstrable experience of working towards a target or deadline 

• Demonstrable experience of working on several projects at one given time 

• Strong negotiating and influencing skills 

• Knowledge of Coventry and Warwickshire a distinct advantage 

• Excellent verbal and written communication and presentation skills 

• Ability to manage time effectively and make decisions accordingly 

• A strong team player that can also work well individually 

Additional Responsibilities 

• Keep up to date and have understanding of Charity Law, Institute of Fundraising 

Guidelines and best practices 

• Familiar with the Fundraising Regulator Codes of Practice 

• Comply with all Hospice policies, including but not limited to GDPR compliance, 

confidentiality and Health & Safety 

• The post holder will be occasionally required to work evenings and weekends to 

meet the business needs of the role for which time off in lieu will be agreed 

 

 


