
1 Build It International     Role profile 

Fundraising Team Executive 

Department:  Fundraising and Communications  

Reports to: Head of Fundraising 

Location: Shrewsbury   

Introduction 

Build It is a young NGO that has developed an effective response to the challenge of youth 
unemployment in Africa. Our skills training programme is focused on the construction sector 
and has so far trained almost 500 men and women. We are at the beginning of a new phase 
in our story as we build on our established approach of training whilst constructing schools 
and clinics. New pathways for trainees are being piloted in partnership with the commercial 
sector and we are expanding the range of courses we offer from our bespoke training centre 
in Zambia. 

We currently raise around £1m a year but are looking to double this by 2021. This comes 
from grants, High-Net Worth individual supporters and corporate partners. 

This new position is designed to provide effective support to the rest of the fundraising team 
to help us to achieve our ambitious targets. We seek a motivated and well organised person 
with some experience of customer service or relationship management. 

In return we offer a friendly, collaborative working environment as part of a team of four 
based at our UK office in the centre of Shrewsbury with flexible hours. P/T considered. 

Overall Aim 

› To provide high quality support to the fundraising team including: managing smaller 
donors, donor research, database management, correspondence, event/meeting 
preparation and general administration.  

Key Responsibilities 

› To provide administrative and organisational support to the fundraising team 

› Assist with organising events / meetings / diaries / travel 

› Desk-based research into potential donors including grant-makers and corporates 

› Administration of photographs / reports / other fundraising materials, including 
responding to requests from our donors 

› Drafting donor reports based on information received from colleagues in Africa 

› Using our database to log and extract information about projects, donations, income 

› Managing your own portfolio of donors (up to £15,000 value to start with – support 
provided) 

› Other duties as directed 

 

This job description provides an indication of the roles and responsibilities for the 
post, but should not be construed as an exclusive list of the duties that the post 
holder may be asked to undertake. 

 
 



 
Role Experience, Knowledge and Skills Profile  
 

 
Terms and conditions 

 

Experience  › At least five years’ work experience including some 
customer service / relationship management 
(exposure to fundraising an advantage) 

Skills › Able to complete tasks on time with good attention 
to detail including proof reading 

› Able to work independently and undertake desk-
based research (guidance given) 

› Strong communication skills especially writing   

› Competent IT skills, including Microsoft Office (and 
familiarity with databases) 

Personal style and 
behaviour 

› Well organised – enjoy completing tasks on time 
and to a high standard. You probably like to feel 
that everything is under control 

› Enthusiasm for working in a small, friendly team but 
able to work independently 

› Positive regard for the needs of disadvantaged 
young people in Africa and the role of ‘Overseas 
Aid’. 

› Collaborative approach to working with colleagues  

Other requirements › Personal commitment to Build It’s mission and 
values 

› Commitment to quality, best practice and best value 
in all aspects of the organisation’s operations 

› Commitment to continuing professional 
development 

› Probably educated to degree level but not a pre-
requisite 

› Salary £10-£12 /hour 

› Full time position but part-time 80% considered. 
Flexible working hours. 

› 25 days paid holiday  

› Contribution to personal pension 

› Initial one year contract with one month probation 

Application Process › Send summary CV (max 2 pages) and one-page 
covering letter explaining how you meet the role 
description to recruitment@builditinternational.org 

› Applications received until 29 May  

mailto:recruitment@builditinternational.org


 

› Interviews will be arranged on an ad hoc basis 


