
 
 
 

Job Title Community & Events Fundraiser 

Service/Department Core Team 

Salary £25,500 

Hours 37.5 hours per week 

Base   Colchester  

Responsible to Head of Engagement & Income Generation 

 

Job Summary:   

Mid and North East Essex Mind are the leading local mental health charity and part of the 
national Mind federation. We are financially independent, and we are required to raise our 
own funds to deliver a range of mental health services for our communities. 

To continue our important work, we are seeking a Community and Events Fundraiser to 
join our friendly and supportive team. Working collaboratively to achieve ambitious goals 
and play a pivotal role in the development and implementation of our community and 
events fundraising programme. 

You will provide excellent stewardship to Mid & North East Essex Mind community 
fundraisers, challenge eventers and wider event participants, to drive income, retention, 
and supporter loyalty. 

 
This role is a fantastic opportunity for someone with fundraising or event management 
experience or for someone wanting to move into a career in the charity and fundraising 
sector.  We would welcome applications from people with no fundraising or charity sector 
experience, but who have transferrable skills and experience to the role. Please ensure 
you clearly demonstrate in your supporting statement how your experience and skills fit 
with what we are seeking below. 

With excellent organisation skills and the ability to build great relationships with internal 
and external stakeholders, this is a varied and busy role ideal for someone who can work 
at a fast pace and has a passion to support our charity purpose to offer hope and support 
for good mental health to ensure that no one feels alone. 

 

Key Responsibilities: 

1. Working with the Head of Income Generation & Engagement to produce, implement 
and maintain our community fundraising strategy ensuring a pipeline of community and 
events fundraising income. 

2. Provide excellent stewardship and on-going support and motivation to individuals and 
targeted community groups who have the potential to fundraise for us. 

3. Lead on the existing fundraising events programme including special events, mass 
participation, challenge, and third-party events.  

4. Ensure that event participants are supported with fundraising and are assisted to raise 
as much money as possible. 

5. Project manage events to the highest standard ensuring best return on investment, 
whilst monitoring costs and maximising income. 

6. You will identify challenge opportunities from runs to cycle events to skydives and 
implement a rolling calendar of challenge events ensuring these are sourced and 
effectively promoted on the charity website and with promotional materials. 

7. Research and identify new event opportunities, working with other team members as 
necessary. 

 
    Job Description 



8. Work alongside the Marketing & Communications Manager to ensure that appropriate 
literature, fundraising materials etc. are provided at events. 

9. Remain alert for opportunities to secure event sponsorship. Work with Fundraising 
colleagues to develop sponsorship proposals as required. 

10. Work alongside the Marketing Manager to ensure that the Events programme is 
integrated into a pro-active PR and media programme. 

11. Act as point of contact for all events for which you have a responsibility. 

12. Grow income for charity services including our Mental Health Training programme to 
support our charitable requirement to improve the knowledge and wellbeing within the 
communities we operate. 

13. Updating community and event income and relationships through our CRM system E 
Tapestry to support our income tracking processes and data management. 

14. Produce quarterly board reports that detail performance and updates on community and 
events activities. 

15. Lead on team projects that support our team goals, helping to contribute to the 
development of team resources in support of our aim of delivering greater income. 

16. You will represent Mid and North East Essex Mind at internal and external 
meetings/events including delivering presentations on our organisation. 

 

Organisational values: Post-holders should be able to demonstrate the following: 
Value                        Phrase 

Listening We listen to the needs of our wider community and each 
other – actively engaging, learning and sharing every day 

 
Co-Producing 

 
We believe that the people affected by a service are best 
placed to help design it and reach collective outcomes 
together 

 
Trusted 

 
We build trust in our communities by consistently delivering 
high quality services and being honest in everything we do 

 
Inclusive 

 
We develop inclusive services and support that respect the 
diversity and dignity of everyone in our communities 

 
Innovative 

 
We explore new ideas and ways of working to build a culture 
that embraces innovation, excellence and creative solutions 

 
Supportive 

 
We foster a culture of empathy, respect and open 
communication to support our communities and each other 

 



 
General: 

• The post holder will be required to participate in the assessment of risk and thereby 
contribute towards clinical and corporate governance agenda as appropriate. 
 

• The post holder must maintain the confidentiality of information about clients and other 
services, in accordance with the charity’s policy. 

 

• The post holder will participate in regular supervisions and an annual staff appraisal. 
 

• The post holder will be expected to keep themselves up to date on all matters relating 
to Mid and North Essex Mind’s procedures and policy.  

 

• The post holder must familiarise themselves with matters relating to health and safety 
management as they affect them personally and/or the charity, reporting any potential 
risks to life or property immediately in accordance with the charity’s Health and Safety 
policy and procedures. They must use all equipment provided to undertake their role 
safely. 

 

• Refrain from smoking in any area of the premises not designated a smoking area. 
 

• Where you are a member of a professional body you are required to conform to the 
professional standards set by that body. You are required to ensure your registration 
is current and practice continuous professional development. 
 

• The charity is committed to Equal Opportunities for all present and potential members 
of staff and clients. Therefore the charity expects all employees and volunteers to 
understand, support, and apply this policy through their working practice, which 
requires all individuals to be treated with respect, dignity, courtesy, fairness and 
consideration 

 

• Co-operate with all staff in maintaining good relationships with outside agencies and 
the general public in order to uphold the charity's image and win increased support for 
its work 

 

• Carry out any other duties as are within the scope, spirit and purpose of the job, the 
title of the post and its grading as requested by your direct Line Manager 
 

 



  
 

Person Specification 

POST:  Community & Events Fundraiser 

 

Category  Essential   Desirable  

Education & 
Qualifications  

1. Good level of education (including 

GCSE in English & Maths) to 

enable effective verbal and written 

communications. 

1. Project management 
2. Event Management 

 

Experience 2. Experience and knowledge of 
fundraising and or face to face 
customer interaction /selling. 

3. Strong communication skills to 
motivate community partners.  

4. Strong project management of 
delivering organisational owned 
events, including dealing with 3rd 
party suppliers or providers and the 
logistical delivery. 

5. Excellent relationship management 
skills, working collaboratively with 
multiple stakeholders and different 
teams. 

6. Use of CRM  

7. Excellent organisational skills and 
time-management  

8. Negotiation skills.  

9. Ability to represent the organisation 
confidently with external 
stakeholders.  

10. Strong analytical skills 

11. Experience of dealing with and 
managing confidential and sensitive 
information 

3. Charity experience  
 Event Management

Skills, Abilities & 
Knowledge 

12. Strong presentation, influencing, 
coaching and communication skills, 
in both oral and written forms.    
 

13. Ability to analyse and evaluate 
data.   
 

14. Excellent “story telling” skills, both 
written and verbal. 

 

 

Personal 
Characteristics 

15. Empathetic and understanding 
16. Car driver 

17. Reliable and flexible 

 Excellent interpersonal and 
communication skills

 

 


