
  

 

 

 
 
 
 

 

Candidate 
information pack 

Events and Community 
Fundraising Assistant 



Contents 

 

 

 

 

 

 

Letter from the Head of Events and Community 
Fundraising  

 
Page 3 

Introduction to BLF  Page 4 

Working for us  Page 5 

Our structure  Page 6 

Job overview  Page 7 

Person specification  Page 9 

Benefits  Page 10 

How to apply  Page 12 



Letter from the Head of Events and Community Fundraising  

 

 

Dear potential colleague, 

We’re the only UK charity looking after the nation’s lungs. Can you help us make sure that one day 
everyone breathes clean air with healthy lungs? 

As part of the fundraising team your work will be vital, enabling us to fund research to find new 
treatments and cures, support people who struggle to breathe to take control of their lives and to 
campaign for better lung health. 
 
You’ll be an integral part of our team, will learn key processes, grow to understand good fundraising 
practice, and will have first class supporter care skills by the end of your time with us – setting you 
up perfectly for your next step. 
 
You will be joining our events and community fundraising team – a small, dynamic team of seven, 
with big ambitions to deliver growth and to make sure every single one of our supporters has the 
best possible experience. 
 
We are looking for an organised and enthusiastic assistant who is self-motivated and able to 
work alongside the team to effectively manage our processes and deliver excellent donor care to 
our supporters. You will be supporting our incredible volunteer fundraisers and working with the 
rest of the team to support our participants in high profile sporting events, such as the London 
Marathon and Great North Run. You will also support fundraisers taking part in our in-house 
bespoke campaigns such as Big Breakfast and Take Steps.  
 
We firmly believe that investing in our people has a positive impact on the services we provide. In 
2018, we were placed 45th on the ‘Sunday Times 100 Best Not -for – Profit Organisations to work for’ 
list.  

Employees certainly had a lot of positive things to say about working here. 80% of our staff believe 
we excel in ‘giving something back’ whilst 78% recognize that our work is driven by the needs of 
those we support rather than budgetary concerns. 

I hope everything you read in this pack fills you with excitement and I look forward to receiving your 
application. 

Best wishes,  

 

Rebekah Ahmed 
Head of Events and Community Fundraising  
 

 

 

 

 



Introduction to BLF 
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Lung disease affects more than 12 million people across the UK.  

We are leading the fight against lung disease to make sure no one has to face it alone. We promote 
greater understanding of lung disease and campaign for change in the nation’s lung health. 
Additionally, we fund vital research so that new treatments and cures can help to save lives. 

Context of Work  

One person in five in the UK is affected by lung disease. As the only UK charity for people affected 
by all lung and respiratory disease – from mild asthma through to lung cancer – the British Lung 
Foundation (BLF) is here for every one of them. We are leading the fight against lung disease by 
providing support, funding vital research, and campaigning for better prevention, treatment and 
care. 

Our Vision  

Our vision is for everyone to breathe clean air with healthy lungs.  

Our Mission  

We offer hope, help and a voice.  

To achieve our vision, we have a set of goals which we will work with together to deliver. 

 Improve lives by preventing, treating and curing lung disease through funding research 

 Campaign to achieve clean air and healthy lungs 

 Empower people affected by lung disease through the best support, information and 
services 

Values  

Our shared values guide us in everything we do:  

 Empathy – We listen with empathy and treat people with respect. Our work is guided by 
what people tell us they need. 

 Empowerment - We empower people with the skills, knowledge and confidence to take 
control of their lives. 

 Excellence – We inspire and lead action. We always work hard to improve what we do and 
respond positively to challenges that arise. 



Working for us 

 

The BLF has approximately 100 staff, of which around 55 staff are based in the BLF Head Office in 
Clerkenwell, London. 

Teams in this office include fundraising, communications & marketing and corporate services. Some 
of our projects and services staff are also based here. 

In Liverpool we have BLF Direct which provides our telephone and email support services and looks 
after our Breathe Easy patient support network. 20 staff are based in this office. 

We also have small offices in Glasgow and Cardiff where small teams provide local influencing in 
Scotland and Wales. 

Other staff are home based so that they can deliver local projects or influence local NHS services. 



Our Structure 
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We have an exciting opportunity for an Events and Community Fundraising Assistant to join the 
British Lung Foundation on a full time and permanent basis. 

This is an exciting time for the team, having experienced significant growth in both community and 
events income in the past few years. We are now looking to adopt a more strategic approach to 
increasing and maximising our portfolio to allow us to further build on this period of growth.  

The post-holder will be a great team-player, have excellent IT capabilities, strong event planning 
and co-ordination skills, combined with proven success of working with volunteers and external 
partners. 
 

Designation of post and position within departmental structure  
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Position title:               Events and Community Fundraising Assistant  
Reports to:              Head of Events and Community Fundraising  
Reporting staff:  N/A 
Location:                      Goswell Road, London, EC1V  
No/ of hours:                Full time 36 hours per week 
Period of employment:  Permanent 
Salary:               £22,550 per annum   
 

Overall Objectives of the Job  
The Post-holder will: 
 

 Support the wider team with administration and event management 
 Act as the first point of contact for all our supporters and potential supporters, playing a 

crucial role in ensuring the best possible supporter care for our fundraisers 

 

Key Responsibilities 

 To act as the first point of contact in the Events & Community team for all enquiries 
including telephone and e-mail messages and respond to enquiries in a timely manner, 
offering excellent customer care 

 To carry out administrative tasks including registering new supporters, mailings, responding 
to participant requests and queries and fulfilment of materials 

 To keep all data and information relevant to events and community fundraising participants 
accurate and up to date on the database 

 To be responsible for updating and improving processes where they see necessary in order 
to benefit the team 

 To work with the team to support existing events and community participants through 
regular contact via telephone, email and letter as appropriate 

 To assist at key fundraising events throughout the year (e.g. London Marathon) 
 To provide content and manage the Events and Community Twitter account



Person Specification 
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Education and Training 
Educated to at least degree level or equivalent 
Evidence of and a continued commitment to Continuous Professional Development 
 

Skills & Experience 

Essential 
 Relevant and demonstrable experience of administration in an office setting 
 Experience of working/volunteering alongside a fundraising team within a charity setting 

Direct experience of delivering high quality customer/supporter care 
 Experience of using databases to record accurate and up to date information 
 Experience of undertaking projects independently and seeing projects thorough to 

completion 
 Ability to build and maintain relationships with supporters and third parties. Excellent 

computer skills and working experience of MS Office 
Desirable 
 

 Experience of working with volunteers 
 Experience of using the Care database 

 

Personal attributes 

 Excellent verbal and written communication skills  
 Ability to work as part of a team to achieve goals 
 The ability to juggle a wide range of activities, prioritise own workload, deal with 

conflicting demands and meet tight deadlines 
 Willingness to work flexibly in response to changing requirements 
 Committed to understand and promote the core goals and aims of the British Lung 

Foundation 
 Able to show empathy for people with a lung condition and their families  
 Enthusiasm for developing a career in charity event fundraising 

 

Other requirements 
 

 Some travel to other UK locations (including other BLF offices) as required by the charity 
Flexibility and willingness to work outside normal office hours when the occasion demands 

 Awareness of, and comfort with, BLF funding medical research which may on occasion 
involve animal research 

 Non-smoker, due to the nature of the BLF’s work 
 Flexibility and willingness to work outside normal office hours when the occasion demands, 

including some weekends 
 Non-smoker preferred 

 

This Job Description is illustrative and non-exhaustive in scope.  The job holder may be required to 
fulfil additional and different duties as reasonably required by the British Lung Foundation.  
Reporting line and scope may vary from time to time to reflect the changing needs of the British 
Lung Foundation 

 

 



Benefits 
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Below is a summary of our typical Statement of Main Terms and Conditions of Employment. 

Working Hours 

 Full-time, 36 hours per week. 9.00am-5.30pm, Monday to Thursday and 9.00am-4.00pm on 
Friday 

Annual Leave 

 30 days plus bank holidays – pro-rated for part-time employees 

 Additional annual leave entitlements at service anniversaries with entitlement increasing to 
32 days after two years complete service. 

 Pro-rata entitlements for part-time staff 

 Option to ‘buy’ and ‘sell’ holiday entitlement – up to 5 days. 

Pension 

 Employer contribution at 5.5% (Provided you contribute at the minimum contribution rate 
set by the Foundation) 

Other benefits* 

 Health care cash plan scheme  

 Computer/Laptop loan  

 Cycle Scheme  

 Season Ticket loan  

 Childcare vouchers  

 Life assurance scheme 

 Option to work flexibly including working from home, compressed hours and flexi time  

*Some benefits are subject to successful completion of probationary period



How to apply 

 

We trust that you have found the information in this pack both useful and informative. 

To apply for this role: 

 Download and complete our brief application form (Word, 86KB) 

 Send your application form and a recent CV to recruitment@blf.org.uk  

Applicants will be shortlisted for interview by matching the details given in their covering letter / 
supporting statement against the job description and person requirements. We would therefore ask 
you to provide clear evidence to show how your experience, skills and knowledge match those 
requirements as well as why you are interested in the role.  

Recruitment process timeline:  
We have provided below a note of all the critical dates within this recruitment campaign: 

 Closing date for applications 9am on Monday 23 September 2019 

 Interviews to be held:  w/c 30 September 2019 

Unfortunately, we’re unable to consider any applications received after the closing date. 
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facebook.com/britishlungfoundation 
 

twitter.com/lungukevents 
 

flickr.com/britishlungfoundation 

73-75 Goswell Road 
London EC1V 7ER 
British Lung Foundation is a registered charity in England and Wales (326730),  
Scotland (038415) and the Isle of Man (1177). 


