
 
 

 
 
 
 
 
 
 
 
 
 
FUNDRAISING ADMIN JOB DESCRIPTION 
 
Hours: As and when needed 
Location: Homebased 
Reports to: Fundraising Manager 
 
Purpose of the role 
To look for new ways of fundraising and searching out sources of grants available 
 
Key tasks 

 Organising online donations  
 Monitoring and building the sale of  products to raise funds 
 Raising funds through social networking sites and websites 
 Asking for pledges and raising awareness of how donated funds are used at Sprocker 

Assist & Rescue 
 Sharing fundraising ideas and putting these ideas into practice. 
 Harnessing social media to fundraise’ raise awareness of the Charity and its work and 

obtain new followers. 
 
Key skills and qualities 
● Experience and knowledge of online fundraising  
● Confidence in the use of all social media 
● Good IT skills  
● Willingness to be part of a team 
● The ability to use own initiative  
● Good communication skills 
● People management skills 
● Ability to work under own initiative 
 
You must be over 18 
 
 
 
 
 
 
 


