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                  Raiche and Beth, who have used and support our services through volunteering. 
 
Dear Fundraiser, 
 
Wouldn’t it be great to make 2021 the year that you made the biggest impact yet?   
 
Join us as Fundraising Co-ordinator, a brand new role, and you’ll be part of a progressive and passionate team. 
We have a relentless focus on making brighter futures for all survivors of burns and scars.   
 
After holding off on re-recruiting roles and creating much-needed fresh ones over the pandemic, we are now 
ready to rebuild! It’s such a game-changing time to work in health care and visible difference.  And this is 
especially true of The Katie Piper Foundation.  We have established an intensive rehabilitation service for 
survivors in the UK’s first ever live-in rehabilitation centre for adults with burns and scars. This is alongside 
digitally provided tele-rehabilitation direct into the homes of survivors.  We are eleven years old this year and 
we’re making more impact on the lives of survivors than ever.  So there’s lots to tell people to compel them to 
support. 
 
Katie’s passion for this life-transforming cause is contagious.  You’ll be supporting her fundraising and that of 
many other survivors and their families. 
 
You might not have covered all of the areas of fundraising before, but as long as you can see how you can apply 
the parts you love and know to the other parts… you’ve got this! You’ll be a massive influence on how we shape 
our future fundraising and therefore people’s lives who have been through the very worst and deserve to thrive. 
 
Thank you and best wishes, Carla Cornwell, Head of Fundraising & Communications. 
 
 

 



 
 

Job Description 
Job Title:  Fundraising Co-ordinator   
Location:  Home-based with travel into London and/or Merseyside when required 
Hours:  Minimum 21 hours per week to full-time – flexible to fit the right recruit 
Duration:  Permanent 
Reports to:  The Head of Fundraising & Communications 
Salary:   £21,316 – 25,078 per annum pro rata 
 

Benefits 
• Holidays: 28 annual leave days a year (pro rata) plus bank holidays. 
• Pension: 3% contribution.  
• Pay: Regular pay reviews. 
• Flexibility: Committed to flexible working across the team, including for parental and other care 

responsibilities. 
• Wellbeing: Time and space available for wellbeing with the team and individually. 
• Covering costs: Travel covered for home-based roles as well as work laptop, work phone and basic home 

office set-up. 
• Learning & development: Career Professional Development and information training and development. You’ll 

be guided and coached by the Head of Fundraising and Communications who’s been living and loving 
fundraising for over fifteen years.  And what’s great is that the Chief Executive Sarah, has come from an 
Income Generation Director background too, so there’s lots of in-house opportunities. 

 
Job Purpose 

To enable brighter futures for all survivors of burns and people living with scars, by engaging people to take 
action for and with The Katie Piper Foundation.  
 

Job Summary 
In this role, you’ll be at the heart of creating impact for survivors through fundraising.  You’ll be coordinating 
and supporting your team mates to fundraise from a full range of amazing donors from philanthropists in 
trusts to survivors completing challenges, to individuals giving online.  You’ll also directly fundraise from a 
selection of your ‘own’ donors, for whom it’ll be your responsibility to show them that they are treasured. 
You’ll engage with them creatively, be a key and relied upon point of contact.  You’ll make an impact primarily 
with here-and-now income activities and relationships.  A smaller but important part of your work will be to 
contribute to the longer-term financial security of KPF by improving processes and behind-the-scenes 
essentials. 
 
You’ll spend most of your time on: 
- Maximising fundraising opportunities, by coordinating activities and engaging, team mates, stakeholders, 
supporters and volunteers. 
- Supporting the Fundraising Executive and Head of Fundraising & Communications to plan in-real-life and 
online special events like online auctions or small major donor gatherings. 
- Leading on the co-ordination of challenge and community activities. 
- Coordinating and delivering routine communications to existing supporters, particularly improving individual 
giving communications and asks for support. 
- integrating digital approaches and putting survivors first in all your fundraising. 



 
 
 
You’ll spend time, but less of it, on: 

- Identifying improvements and efficiencies to systems and processes in your area and communicating 
them clearly to the Head of Fundraising. 

- Prospect research on philanthropy leads e.g. matching priorities of trusts and foundations to ours. 
- Helping to get survivor stories out to major givers and other supporters in, for example, pitches to 

corporates and reports to major givers. 
- Contributing to the detail of digital and social media planning. 

 
You’ll be spoilt for opportunities to fundraise in this role, not short of them!  But we are short on time resource, 
so the tricks are to be; great at prioritising, have an eye for weighing up time against income, and being 
consultative with your team.   
 

Key Responsibilities 
 

 
 

Fundraising 
• Be the first point of contact for incoming enquiries for people showing an interest to fundraise for or 

donate to KPF. 
• Promote the impact on survivors that KPF has, through supporting and coordinating the production of 

written and visual materials. 
• Contribute to a team financial annual target and to the budgeting process. 
• Communicate regularly and effectively with donor audiences. 
• Keep databases and planning tools up-to-date with your own actions, and on behalf of team mates.  
• Embrace and learn from interim solutions where things aren’t yet ‘perfect’. 
• Proactively integrate the input of those with lived experience into fundraising activities and consider 

diversity, inclusion and the impact of unconscious bias. 
• Establish and maintain close working relationships with team members, third party providers and 

volunteers, to help you progress fundraising objectives. 
• Support your colleagues with pro bono relationships. 
• Be available to support reporting back to all supporters. 
• Keep planning calendars up-to-date. 
• Improve folders and filing to help with efficiency and effectiveness. 

 
 



 
 
An estimation of the proportion of time spent on each area is noted beside each section. 
 
Digital & Individual Giving (35%) 

• Consider digital, including social media solutions across all areas of fundraising and be part of delivery 
where needed. 

• Support the Fundraising Executive with our own lottery offering. 
• Do the thanking processes and procedures to ensure donors feel the impact they’ve made. 
• Keep donors moving on through their supporter journey with the charity. 
• Monitor all social media platforms for fundraising activity and opportunities and contribute to 

comments and KPF-owned content. 
 
Events, Community & Challenge (35%) 

• Deliver centrally organised events, be they online or in person. 
• Empower survivors, volunteers and supporters to organise their own activities and take responsibility 

for maximising income through giving guidance and advice. 
• Support the Fundraising Executive and Head of Fundraising to plan a deliverable and strategic plan by 

being their ears and eyes in the sector and beyond, in terms of what’s working in events, challenge 
and community. 

• Give transparent feedback to potential volunteer fundraisers if their activity ideas aren’t the right fit 
for KPF at that time.  

• Travel when reasonably required to events and activities. 
• Keep track of where fundraising materials are stored, and stock levels. 

 
Major Giving & Corporates (20%) 

• As lead by your fundraising colleagues, contribute towards identifying and researching new 
prospective donors. 

• Co-ordinate methodical processes to reflect what activity there is on the above stages e.g. database 
and project management tools. 

• Help source information from the organisation and health care sector to site in proposals, bids and 
reports. 

• Feed into stewardship of donors rand fulfil obligations to partners such as public-facing thanking and 
staff engagement with corporates. 

• Directly liaise with and engage with a small pool of donors and potential donors. 
• Recruit companies into the Work For Good platform. 

 
 
Professional Standards & Finance (10%) 

• Work closely with your finance team mate to recover and claim Gift Aid correctly and act as guided 
regarding data protection of donors and contacts.  

• Run queries for data from giving platforms and integrate into our reconciliations and monthly 
practices.  

• Ensure that all funds are correctly handled and that all fundraising activities follow established good 
practice and are operated in adherence with charity law. 

• Contribute content for financial predictions and budgeting. 
 

 
 



 
 
General: 
The post holder will; 

• provide cover for colleagues as directed by The Head of Fundraising 
• have access to confidential data on staff, survivors, supporters and services within The Katie Piper 

Foundation and need to maintain confidentiality and act in accordance with GDPR, with serious 
consequences if policies not adhered to 

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

• be subject to regular annual staff development review 
• be expected to produce work of a high standard and to promote quality at all times. 
• The Katie Piper Foundation is committed to Equal Opportunities for all present and potential members 

of staff and patients, therefore expects all employees and volunteers to understand, support and apply 
this through their working practices which requires all individuals to be treated with respect, dignity, 
courtesy, fairness and consideration 

• be expected to keep themselves updated on all matters relating to procedure and policy 
• familiarise themselves with matters relating to health and safety management as they affect them 

personally and/or The Katie Piper Foundation, reporting any potential risks to life or property 
immediately.  

 
This is an outline Job Description and may be subject to change, according to the needs of the service, in 
consultation with the post holder. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Your Team and Key Relationships 

 

 
 
The KPF team, volunteer and colleague at our partner hospital 
 
• The most important relationships to form and develop in your role will be with supporters and survivors 

generally and through the Survivor Advisory Board, at the heart of our charity. 
 

• You’ll work alongside the Head of Fundraising and Communications, Communications and Marketing 
Executive, a Fundraising Executive and skilled interns and volunteers.  We’re lucky to be able soak up the 
knowledge and energy of the other six staff team members who are all on board with our fundraising goals.   

 
• As well as the wonderful wider KPF staff team, you’ll need to develop relationships with; The Board of 

Trustees, Katie and her own commercial and personal contacts and providers and suppliers. 
 
• Location wise, we cover all bases by being spread around the UK!  It does come naturally to us to reach out 

to each other and share exciting news and challenges, but we don’t take that sense of team connection for 
granted.  So, we have regular calls and meet up for planning and of course drinks and socials too! 

 
 
 
 
 
 
 
 
 



 
Person Specification 

 
Factor Essential Desirable 

 
 
Education / 
Qualifications 

 

 
N/A 

 
• Qualifications that evidence the 

skills highlighted. 
 

 
Experience of 
 
 
 
 

 

 
• Effective direct fundraising or sales. 
• Contributing to an inclusive, accessible 

and diverse service. 
• Writing persuasively and accurately in 

short and long form. 
• Account or donor relationship co-

ordination experience in charity or 
social good organisations. 

• Awareness of organisational strategy 
and values and integrating into work 
practice. 

• Regular use of databases. 
 

 
• Relationship cultivation planning in 

a professional setting. 
• Practical actions you have taken or 

improvements you have made 
towards achieving diverse 
representation and fair access to 
opportunities for people who 
experience discrimination. 

• Examples of coordinating multiple 
activities and projects at the same 
time. 

 

 
Skills / 
Knowledge 

 
• Numerate and articulate with good 

working knowledge of Microsoft Office 
ranging from using formulas on Excel 
to using Teams. 

• Demonstrable organisational/project 
co-ordination skills. 

•  
• Knowledge and understanding of 

safeguarding vulnerable adults. 
 

 
• Knowledge of current challenges 

in charity sector 

 
Communication 
Skills 

 

 
• Can effectively ask for action or support – 

motivating others to engage in objectives 
of organisation. 

• Work with a broad range of personalities 
utilising motivational and diplomacy skills. 

• A team player within a small team in a 
fast-paced environment. 

• Able to ‘push back’ and assert boundaries 
of role and organisation, maintaining a 
positive relationship with the people 
involved. 

 
• Able to create visual aids to 

communicate e.g. PowerPoint 
and/or Canva.com 

• Able to self-teach on new 
platforms e.g. TikTok or Twitch, 
and tools e.g. a video editing tools. 
 

 
Qualities / 
Values 

  
• Able to give examples of how 

you have demonstrated these 



 
 • Aligned to our values of being; survivor 

led, caring, respectful, supportive, 
passionate, progressive. 

• Qualities of; empathy, honesty, 
adaptability, effective problem-solver, 
self-motivated, good team member 
team member, flexibility with priorities 
for a diverse workload, innovative, 
attention to detail, calm under 
pressure. 
 
 

specifically in a professional 
scenario. 
 

 
 

 
Your Application 

 
Please apply via Indeed using this link 

 
• Closing date: extended to midnight, Tuesday 17th August 2021 

 
• Initial stage: weeks commencing 23rd August 2021 and 30th August (with flexibility) 

 
• Interview: weeks commencing 30th August and 6th September 2021 (with flexibility) 

 
• Your supporting statement is such an important part of your application. We can’t make assumptions 

about your suitability, so the information that you give there is key for us for shortlisting. We are 
looking for evidence that you can thrive as Fundraising Co-ordinator.  

 
• Your statement should not exceed 400 words. Please address these three questions in the statement: 

1. How have you worked effectively in a similar role? 
2. What are the stand-out skills you have which suit this role? 
3. What isn’t covered, or doesn’t come across in your CV that you’d like us to know?  

 
• Please do call or What’s App Carla Cornwell, Head of Fundraising and Communications if you have any 

questions on 07903 187 309.  For any questions about the process or administration of submission, 
please contact Mercedes Rothschild Steiner on mercedes@katiepiperfoundation.org.uk. 

 
• Please let us know if you need us to adapt the process to best suit any needs around disability. 

 
• Please note that we reserve the right to close this recruitment process early, should we receive a high 

volume of applications.  
 

• If you don’t hear from us within two weeks of the closing date, please assume that we aren’t inviting 
you to continue to the next phase, on this occasion.  

• Please note that all offers of employment will need references deemed satisfactory by KPF and proof of 
eligibility to work in the UK. 
 

 

https://uk.indeed.com/job/fundraising-coordinator-6afe489adb8862e7
mailto:mercedes@katiepiperfoundation.org.uk


 
 
Data Protection  
 
The data you provide in your job application will be used by KPF to assess your suitability for employment by us 
in the role you have applied for. We only share your data with third parties to obtain criminal records checks 
(where necessary) and to process data on our behalf (such as a third party organisation assisting with the 
recruitment process and our payroll provider). We won’t use your data for marketing or fundraising purposes. 
By applying for this job, you consent to KPF processing your data (including any criminal offences data and 
sensitive personal data given such as data relating to your ethic origin or sexual orientation) for this purpose. 
. 

 
Insight From Previous Fundraising Team Members 

 
“The Katie Piper Foundation is an amazing place to work, with a fantastic culture of 

fundraising across the organisation. Everyone gets it, everyone knows how vital it is in 
order to deliver outstanding care to survivors of burns. I was supported to succeed as a 

fundraiser from day 1, and you will be too.” 
Katie Jones 
Previous Fundraising Executive 

 
 

“No day is ever the same at The Katie Piper Foundation but every day is interesting, 
inspiring and diverse. It is a place where you can challenge yourself and have ownership 

of your work and projects. You can influence the particular work pattern you have, so 
it’s perfect to fit in another role or commitments and still have good work/life balance.  
For someone motivated to make a real impact this is a fantastic fundraising role. I’m 

excited for you that you’ll also get to see that the most fantastic people are at its heart 
– incredible survivors, the team and of course Katie – if you love people, you will love 

this job as much as I loved my old role.” 
Carly Tucker 
Previous Fundraising Executive 
 
 

 
 



 

 

 
 

 
 
 
 
 
 
 
 
www.katiepiperfoundation.org.uk                                                                  
PO Box 334, 19-21 Crawford Street, London, W1H 1PJ    
Registered Charity No 1133313 

  

 
We look forward to receiving 
your application to join us in 
our work to create a brighter 

future for all survivors of burns 
and people living with scars. 

 

http://www.katiepiperfoundation.org.uk/
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