
 

 

 

Job Description  
 
Post:     Marketing and Fundraising Co-ordinator 
Salary:     £24k pa (£14,400 pro rata) 
Hours: 21 hours per week 

Fixed term 12 months (may be extended) 
 
Reports and is accountable to:  Partnership Development Manager (TBC) 
Location:    East Oxford 
 
 
Purpose of Post 
 
To support efforts to ensure the future sustainability and relevance of Refugee Resource through 
fundraising, communications and administrative duties. The post-holder will work with the 
Partnership Development Manager (PDM), along with other staff, to keep accurate fundraising and 
partner records, contribute to marketing and fundraising activities, support our social enterprise 
development project, and ensure all communications are on brand and in line with Refugee 
Resource’s vision and ethos.    
 
 
Key responsibilities 
 
1. Administrative support 
 

 Lead on managing the organisation’s CRM system, including updating records, assigning 
tasks, trialling new features to improve efficiency and developing effective processes as 
required; 

 Provide support for our social enterprise project including undertaking research, collating 
and recording data and co-ordinating the activities of senior people in the organisation; 

 Record fundraising and other activities for multiple members of the team, e.g. amounts 
raised, grant applications, events/meetings attended, training sessions delivered, etc. 

 Ensure all supporter records are managed in line with data protection legislation and 
produce timely and appropriate communications (includes ensuring that all donors are 
thanked within one week of making a gift); 

 Gather data as needed to support with administrative processes, e.g. Gift Aid declarations 
and processing, donor/partner information, etc. 

 
2. Fundraising 
 

 Perform set fundraising tasks – e.g. researching new opportunities, collating information for 
reports/applications, etc.; 

 Develop community fundraising opportunities – for example, attending local events and 
hosting talks, organising activities (e.g. for Refugee Week) to raise awareness and generate 
funds, and inspiring others to fundraise for Refugee Resource, either independently or as 
part of a team effort, e.g. for the Oxford Half Marathon; 

 Oversee the Fundraising Working Group (volunteers) to provide additional support, largely 
in the area of community fundraising, including helping to host productive meetings, 

 



managing correspondence and follow-up, designating tasks, etc. 
 

3.  Marketing and communications 
 

 Support PDM across all communications channels including the website and social media, 
ensuring that content is current, relevant, on brand and audience appropriate; 

 Support with the production of marketing materials and client literature such as leaflets, 
annual reviews, etc., as necessary; 

 Work with PDM to oversee the collection of high quality content to improve the impact of 
communications and fundraising materials, e.g. case studies, quotes, photos, video; 

 Proactively look for opportunities to promote our work and activities through social media 
and liaison with the media and produce press releases as appropriate; 

 Attend external events to give talks, run stalls, contribute to/ lead on Refugee Week 
activities etc. 

 
5. Miscellaneous 
 

 Accept personal responsibility for own learning and professional development 

 Maintain a basic knowledge and understanding of issues affecting refugees and asylum-
seekers, and of mental health issues; 

 To undertake any other duties as may be required from time to time, which are 
commensurate with the nature of the post 
 

This job description represents an outline of responsibilities of the post and may be amended 
following consultation with the post-holder. Please note that this role may require some evening 
and weekend working.  
 
Skills and specifications: 
 
Essential 
   

 Organisation and administrative skills, with ability to develop effective processes to meet 
organisational goals, prioritise tasks and manage multiple deadlines 

 Good IT skills. Proficient in Microsoft Word, Excel and PowerPoint, with the ability to learn 
new programmes quickly, including database/CRM systems and project management tools 

 Excellent communication and interpersonal skills, demonstrating a genuine interest in 
people, with ability to build strong relationships and working partnerships with other 
organisations, co-workers and service users 

 Ability to communicate clearly and effectively, both verbally and in writing 

 A high level of discretion in dealing with personal contacts and information 

 Proactive attitude, drive and enthusiasm, with ability to work with minimum supervision and 
show good judgement and initiative 

 Resilience, particularly when faced with setbacks 

 Empathy with refugees and asylum seekers and basic understanding of immigration and 
asylum laws and the issues that face our client group 
 

Desirable 
 

 Experience using a Fundraising CRM system (highly desirable) 

 Relevant experience in fundraising, marketing and/or event management 


