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Events Fundraising Co-ordinator 
 
Position in the organisation  
Reports to the Events Fundraising Manager 
Member of our Third Party & OYO Team 
Part of our Income and Engagement directorate 
 
Purpose of this role  
At Alzheimer’s Society we are advisors, supporters, fundraisers, researchers, influencers, 
communicators, technical specialist and so much more. We are volunteers, we are employees, and 
together we are here to make a difference to the lives of people with dementia and their carers.    
 
You will project manage a portfolio of Third Party events, working with the Events Fundraising 
Manager to meet both income and expenditure targets, and contribute to the wider teams’ goals 
and strategy. 
 
We are looking for someone who exemplifies our values, someone who is: Determined to make a 
difference when and where it matters most. A trusted expert who believes in working Better 
together and demonstrates true Compassion. 
 

Key accountabilities and responsibilities 
• To project manage various Third Party & OYO events  
• Work with the Events Fundraising Manager to meet both income and expenditure targets 

as agreed with the Senior Events Fundraising Manager  
• To work with and maintain good relationships with internal and external stakeholders  
• Responsible for maintaining accurate data and all information relevant for Third Party & 

OYO events  
• Responsible for providing excellent supporter care to all supporters and developing 

efficient processes to support the Third Party & OYO team 
 

Finance and reporting  
• To work closely with the Finance team to ensure income is coded correctly  
• To work closely with the database team to ensure supporter and financial data is 

processed, recorded and updated accurately  
• To monitor participant numbers, as well as income and expenditure against budget 

agreed with the Senior Events Fundraising Manager and produce reports as required  
• To create reports and analyse data to help support the planning and evaluation process 

for events  
• Work with the Events Fundraising Manager to plan and set budgets in agreement with 

the Senior Events Fundraising Manager  
• Monitor and control budgets throughout financial year and contribute to monthly 

financial reporting  
 

Marketing  



   
 

   
 

• Work with Events Fundraising Manager and Event Marketing team to plan marketing for 
selected events 

• To write and supply engaging copy and assets as necessary and to agreed deadlines  
• To maintain and update web and social media pages relating to Third Party & OYO events  
 

Planning  
• To develop, implement and maintain processes and resources to ensure the effective 

running of the Third Party & OYO events team 
• To contribute to annual review, evaluation and planning processes for new and existing 

Third Party & OYO events 
• Work with work with the Events Fundraising Manager to produce event day plans in 

order to deliver the best event experience for our fundraisers  
 

Stewardship and Supporter Care  
• Provide on-going briefings, updating key documents and materials as required, for use 

by the Supporter Care team  
• To provide excellent supporter care and support for all potential and current supporters 

using various communication channels – including text, telephone, email, social media 
and post.  

• To coordinate all supporter mailings - both electronic and hardcopy  
• Represent the Society at events and ensure that supporters, their families and 

volunteers enjoy an excellent experience  
 

Other tasks 
• To maintain the fundraising database and meet agreed standards  
• To produce newsletters and fulfilment mailings to enquiries and participants  
• Responsible for responding to enquiries in the events inbox within agreed timelines  
• To process and log invoices as necessary  
 

We are looking for someone who can…  
• Adhere to all the Society’s service standards, policies and procedures. 
• Comply with the data protection regulations, ensuring that information on clients 

remains confidential. 
• To champion the diverse needs of people affected by dementia by working in a manner 

that facilitates inclusion and collaboration, within and beyond the Society. 
• To support and enable volunteering activities. 
• To implement the Society’s health and safety policy and procedures, ensuring that all 

practices and procedures are undertaken in accordance with a healthy and safe working 
environment and that all staff and volunteers for whom you may be responsible are 
aware of their responsibilities in respect of their role, monitoring data and recommending 
action as required. 

• To be responsible for personal learning and development, to support the learning and 
development of others and the whole organisation. 

• To administrate and organise own work to ensure that it is accurate and meets quality 
targets, reasonable deadlines and reporting requirements. 

• Work to embed a culture of inclusion and collaboration, within and beyond the Society. 
 



   
 

   
 

 

 

 

 

 

 

 

Person specification and selection criteria  

Skills & knowledge  Application (A) 
or Interview (I)  

Experience of working in events, preferably within the charity sector A/I 

Experience of working in a customer relations environment A/I 

Experience of fundraising administration A/I 

Knowledge of fundraising databases and data protection A/I 

Knowledge of marketing and social media A/I 

Experience of working with databases A/I 

Experience of budgeting and financial management A/I 

Demonstrable experience of process management A/I 

Ability to build and maintain relationships with internal and external 
supporters at all levels A/I 

Ability to build and maintain relationships with third party suppliers A/I 

Ability to work methodically and maintain records accurately, including 
collating data and producing reports A/I 

 

Competencies & personal attributes  Application (A) 
or interview (I)  



   
 

   
 

Excellent communication skills, both verbal and written A/I 

Work collaboratively and be able to prioritise your workload effectively and 
remain solution focussed throughout your areas of work. A/I 

Strong interpersonal and interpretation skills will allow you to have open 
jargon-free conversations with the business. A/I 

Excellent organisational and timekeeping skills. A/I 

Excellent attention to detail. A/I 

Be a team player, supporting colleagues when there are deadlines, and who 
knows when to ask for help themselves. A/I 

Be a self-starter and incredibly motivated. A/I 

 

Follow us on Twitter and Instagram @Alzheimerssoc and Like us on Facebook or check out Alzheimer’s 
Society YouTube channel youtube.com/AlzheimersSociety 

Criminal Record Check  
This post may be subject to a satisfactory Criminal Records Check, from either the Disclosure 
and Barring Service (England & Wales), Disclosure Scotland Check (Scotland) or AccessNI 
(Northern Ireland). Please select the level of Check required for this role:  

Basic    ☐ 

Enhanced   ☐ 

Not Applicable  ☒ 

Candidates - If you require further information regarding Criminal Records Check, then please 
contact: careers@alzheimers.org.uk  

Hiring Managers - If you require further information regarding Criminal Records Check for this 
role, then please contact: Employeesupport@alzheimers.org.uk 
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https://www.alzheimers.org.uk/sites/default/files/2024-08/alzheimers-society-how-to-talk-about-dementia-media-guide.pdf

