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Job Description 
 

Events & Fundraising Apprentice 
 
Post:    Events & Fundraising Apprentice 
 
Salary:   £16,000 
 
Reporting to: Fundraising Manager 
 
Responsible to: Hospice CEO 
 
Hours of work: 37.5 hours over 5 days (9.00am to 5.00pm with a 30 minute lunch break)    

This role requires flexibility to work weekend and evenings  
 

Purpose: 
 

• To provide administrative support to the Fundraising Team, helping to ensure a high quality 
supporter journey and excellent customer service. A wide range of activities are carried out 
by the team, and this is reflected in the variety of tasks to be undertaken within this role.  

 
Principal Tasks: 
 

• To complete the 18 month Fundraising - Level 3 Apprenticeship  
• Respond to enquiries from fundraisers, corporate supporters and members of the public. 
• Pro-actively support fundraisers and event participants to promote BHH & HT and maximise 

current and future fundraising opportunities. 
• Build and maintain relationships with fundraisers to enhance their experience with BHH & 

HT and promote future fundraising support, enhancing the ‘supporter journey’. 
• Carry out administration tasks relating to individual, event and community fundraising for 

BHH & HT, including following-up enquiries, welcoming those fundraising for the hospice 
and providing fundraising support and materials, providing post-event support and 
acknowledging fundraising achievements. 

• Use the BHH & HT database to ensure all supporter information is correctly entered and 
maintained, and produce reports as required.  

• Use fundraising tools and products such as JustGiving to monitor fundraising activity. Ensure 
all new supporters are responded to in a timely manner and supported throughout their 
fundraising and beyond.  

• Support the administration of BHH & HT mass participation events and help to administer 
the supporter journey, including processing payments.   

• Send out fundraising supplies and materials as required, ordering supplies and monitoring 
stock levels as required. 

• Assist with fundraising events and liaising with volunteers 
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• Follow the Code of Fundraising Practice and ensure all relevant legislation is followed, e.g. 
data is handled in line with GDPR. Monitor the marketplace to ensure that all viable new 
channels of direct marketing are explored and tested, whilst working cross-departmentally 
to maximize the effect of integrating campaigns. 
 

Other Administration 
• As part of a team, act as a first point of contact to members of the public, potential 

supporters, and other professionals, on the phone and via email. This will entail using your 
own judgement of the situation to provide appropriate advice and pass on queries as 
appropriate 

• Providing general office administrative cover and carrying out tasks such as dealing with 
incoming and outgoing post, providing hospitality to visitors, and monitoring and 
forwarding of emails received to the generic BHH & HT email address.  

• Out-of-hours work will be required to represent BHH & HT at events, meetings and talks 
with the aim of increasing income to, and awareness of, the charity. 

 
Child Protection and Vulnerable People: 
  

  It is the responsibility of all staff to: 
 

• Safeguard children and/or vulnerable adults; to access training to ensure they know what 
constitutes abuse, and what support is available to them, at a level appropriate to their role 
and responsibilities; 

• To report any concerns, without delay, to the identified person within their 
department/division or area of responsibility as per the relevant policies, keeping clear 
records, and following up as required to ensure necessary actions have been taken. 

 
Equality and Diversity: 

 
• All employees have a positive duty to comply with our Equality and Diversity Policy and to 

ensure that their colleagues are treated with respect and dignity. It is important to both 
communicate and promote the equal opportunities policy as part of a collective effort on a 
regular and ongoing basis. 
 

This job description describes the main duties of the post holder and is not exhaustive. It  
will be reviewed with the post holder as part of the regular performance review and staff 
development procedure. This job description does not form part of the Contract of 
Employment. 


