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About Arts Emergency 

Arts Emergency is a charity and national support network for young people who don’t have 
influential contacts of their own. Arts Emergency engages a network of over 7,000 volunteers and 
supporters, professionals in the cultural and creative industries; from humanities professors to 
dancers, from journalists and best-selling authors to indie musicians and theatre makers. This 
network offers 16-24 year olds from less-privileged backgrounds the work experience, mentoring, 
support, knowledge and real world connections they need to make the right choices for them in 
higher education, and break through into a related career.  

Our Values 

• We are bold, actively changing UK culture in a big, far-reaching way. 

• We are optimistic about the future and celebrate the best in human nature (empathy, 
intellect, imagination). 

• Community is fundamental to our existence and the success of our mission. 

About the role  

We are looking for an enthusiastic person to join our dynamic team and work closely with the 
Fundraising Manager to look after our donors and help take our work national. 

This role focuses on thanking and looking after our large network of donors (1500+ monthly 
donors and many more one-off donors). As Fundraising Officer, you will be the first line of support 
for fundraising enquiries and be responsible for updating the fundraising database, thanking all 
new donors and conducting research into new funding opportunities. It’s a very rewarding post, in 
which you’ll interact with lots of interesting and generous people, and play a role in transforming 
young people’s life chances.  



Arts Emergency has grown very quickly, with projects well established in London, Manchester 
and Thanet and plans to expand further starting with Bristol, Cardiff and Merseyside in 2021. This 
role offers huge potential for growth and development for the successful candidate. 

As this role will involve working within marginalised communities, we are keen to receive 
applications from people within those communities, particularly people of colour/BAME people, 
people who identify as being LGTBQIA, people who identify as working class or have done so in 
the past, people with disabilities, refugees and migrants, and people with mental health 
conditions. 

We’re not just committed to being an equal opportunity employer, we actively celebrate diversity 
in all its forms. Let us know if we can do anything to make the application or interview process 
more accessible. If you are invited to interview, we will at that point ask you for any accessibility 
requirements or preferences. 

We welcome applications from people with convictions. We consider each person on their own 
merits and will consider any disclosed criminal record, considering all the circumstances. 

How to apply 

Please apply by sending an up-to-date CV, equality and diversity monitoring form and cover letter 
of no more than one side of A4, telling us why you think you fit the role. Please ensure you 
include ‘AEFR001 Fundraising Officer’ in the subject line and email these to jobs@arts-
emergency.org by midday Monday 2 March 2020. 

Interviews likely to be held week commencing 9 March 2020. 

Additional information: 

• This is an office-based role 

• Arts Emergency is based at Unit W3, 8 Woodberry Down, London N4 2TG 

• This role is 0.6 FTE and we are open to flexible working arrangements within our core 
office hours (10am – 6pm) 

• There may occasionally be evening/weekend work, we operate a time off in lieu system 
(TOIL). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Job title Fundraising Officer 

Contact duration and salary Permanent, 0.6 FTE, £22,000 pro rata (plus pension contribution) 

Department/Section Fundraising 

Main purpose of job 
To work closely with the Fundraising Manager to support the 
team’s ambitious income targets, enabling the growth of our work 
nationally. 

Key tasks 

• Steward and engage existing supporters and write high-
quality reports and thank you letters 

• Ensure Gift Aid Declarations are recorded and up to date 
• Use the fundraising database to log gifts, plan the monitoring 

of grants to ensure compliance with agreed outputs, and 
appropriately engage individual philanthropists 

• Prepare the very best presentations, and fundraising 
materials as required 

• Provide first line support for all fundraising enquiries and 
ensure they are followed up appropriately and in a timely 
manner 

• Conduct detailed, on-going research into new funding 
opportunities and prospective supporters 

• With the Fundraising Manager, design a schedule of 
innovative donor events and co-ordinate preparation 
including invites and guest lists  

• Play a full and active role in supporting the Fundraising 
Manager to meet our ambitious targets  

• Support the Fundraising Manager in preparing monthly and 
quarterly income reports  

• Form strong working relationships across the organization  
• Undertake any task that may be requested from time to time 

that may be consistent with the nature and scope of this post 
• Maintain the ethos and values of the charity and positively 

promote the work and activities of the charity at all times 

Key results/objectives 

• New prospects have been developed and managed 
appropriately 

• Our network of funders and strategic supporters is 
appropriately engaged and mobilized to further our strategic 
aims 

• Records of fundraising activity are well maintained on the 
fundraising database 

• Prospect research is set out in a clear, accurate, and up to 
date manner, in line with current data management 
legislation 

Reporting to Fundraising Manager 



PERSON SPECIFICATION 

Criteria Essential Desirable 

Qualifications This post would benefit from the experience and skills/competencies below, 
rather than professional qualifications 

Skills/competencies 

• Fluent in Microsoft Office programs 
• Excellent interpersonal and relationship 

building skills 
• Great written language skills, with the ability 

to communicate the sense of mission, 
meaning, excitement and urgency that 
underpins our work as a charity 

• Time management skills – the ability to work 
to deadlines, and under pressure, managing 
several projects at a time 

• Excellent attention to detail and accuracy, 
ensuring tasks fully meet the brief, 
incorporating all necessary elements, and 
are error free 

• Experience of using 
databases 

• Good presentation 
skills and the 
confidence to explain 
and sell our work to 
prospects 

• Creative thinking – with 
the ability to create and 
communicate big ideas 

 

Knowledge 

• A demonstrable grasp of general fundraising 
principles and best practice in fundraising 
from a variety of audiences (e.g Individuals, 
Communities, Major Donors, Companies) 

• A good understanding of diversity and 
access issues within the cultural industries 
or state/higher education sector 

• Familiar with Institute of 
Fundraising codes of 
practice, UK tax law 
and data protection 
legislation 

Previous experience 

• One year working in a fundraising 
environment (perhaps at college/university, 
through an internship or other opportunity, 
whether paid or unpaid) 

• Experience of donor stewardship and 
relationship fundraising 

• Experience within a 
youth or arts charity 

• Experience of prospect 
research 

• Experience of event 
coordination 

Special attributes  

• A demonstrable 
passion for social 
justice, and experience 
of activism or 
campaigning for a 
cause 

Personal qualities (for 
example, self-motivation) 

• Passionate and driven to make a positive 
impact on the world 

• Always learning: A self-starter, motivated, 
eager to learn and committed to your own 
development 

• A people person, inspirational and brilliant 
working closely with stakeholders 

• Enthusiastic to work in a fast moving, small 
but very ambitious environment 

• Team oriented but takes individual 
responsibility 

• Resourceful and embraces challenge and 
change 

• You will need to have the discipline to work 
independently, and the enthusiasm for 
travelling in the UK 

 



• You are happy to work flexibly to meet the 
charity’s needs – which may mean working 
some weekends, or different hours, to meet 
a deadline, or communicate with a 
supporter in a different time zone 

 


