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Role: Trust Fundraising Support Officer

		



	Post:
	Trust Fundraising Support Officer

	Location:
	Hybrid working

	Contract:
	Part-time (14hrs – 17.5hrs pro rata)

	Reports to:
	Senior Trust Fundraising Officer

	Direct Reports:
	None

	Band:
	B 

	Last Reviewed:
	January 2026



Purpose of Role:

[bookmark: _Hlk150165576]At Epilepsy Action we are committed to creating a world without limits for people affected by epilepsy. All our roles contribute to achieving our ambition.

The Trust Fundraising Support Officer will undertake our rolling programme of small-scale trust applications to grant-makers. This will include maintaining relationships with existing funders, and researching trusts and foundations to develop a pipeline of new funders to target.

The role will be based within the fundraising team, and will be overseen by the Senior Trust Fundraising Officer to form part of the broader income generation strategy to enable the organisation to achieve its strategic goals and deliver our services.

Accountabilities:

The accountabilities of this role include:
· Working with the Senior Trust Fundraising Officer to identify opportunities to make applications for funding
· Working with the Senior Trust Fundraising Officer to generate income in line with the annual fundraising budget
· Developing and maintaining positive relationships with funders

Responsibilities:

Fundraising Strategy and organisational development
· Inputs into the development of team and department plans and takes a role in the achievement of the fundraising targets and strategy
· Positively and proactively engages with organisational change

Generating Income through Grants and Trusts

· Build up a strong, up to date pipeline of prospective funders by researching trusts that align with Epilepsy Action’s vision and strategy
· To secure income from small-scale charitable trusts, foundations, and other grant makers to meet individual and team income targets
· Submit grant applications and personalised introductory letters
· Responsibility for the appropriate efficient and timely thanking, updates and reporting for all grants and donations from our rolling programme of applications
· Utilisation of data in the CRM to analyse trends to identify opportunities for grants-based funding
· Responsibility for inputting and managing relevant trust and statutory records on the charity’s CRM database.
· Support the Senior Trust Fundraising Officer to produce monthly Trusts income and progress report for the Trusts team
· Keep up to date with sector highlights and funding opportunities by monitoring funder newsletters, third sector press etc.

[bookmark: _Hlk144476958]Governance and Risk

· Ensure compliance with relevant legislation and procedures in relation to fundraising – including GDPR, PECR, Chartered Institute of Fundraising and the Fundraising Regulator guidelines
· To support managers to ensure compliance with funding stipulations and requirements, including reporting outcomes to funders
· Ensure all work meets the charity’s quality standards, complies with its corporate brand and with confidentiality, data protection, health and safety, equal opportunities and other legislation and established Epilepsy Action policies and procedures.
· Ensure all work is accessible and that the charity’s commitment to diversity, inclusion and equal opportunities is planned into all work in a relevant and effective manner.

People and Resources
· Responsible for supporting the organisation’s volunteer strategy with responsibility of co-ordinating fundraising volunteers.
· Accountable for achieving annual income targets relevant to the role in line with the organisation and fundraising strategies annual targets
· [bookmark: _Hlk144477778]Working part of the fundraising team to ensure the department achieves income targets, including attending fundraising events

Stakeholder Relationships
· Works closely with a range of internal and external stakeholders
· Identifying, researching and developing new relationships with grant-makers.
· Maintaining and developing existing relationships with grant-makers.

Key Relationships
· Grant makers
· Trusts and individual trustees
· Fundraising Team
· Service delivery team

Other

· Expected to have or gain an understanding of epilepsy.
· Completing any other duties relevant and appropriate to the role
· Maintain own professional networks and promote Epilepsy Action on a local and national level. 




Person Specification:

	
	
	Essential
	
	Desirable

	
	
	
	
	

	EXPERIENCE, KNOWLEDGE & QUALIFICATIONS
	
	1. Experience of using specialist fundraising research tools.
1. Proven communication, writing and editing skills.
1. Proven experience of securing donations, grant income or new business.
1. Utilisation of the CRM and other systems to review a wide range of information and data to effectively analyse opportunities for income generation
	
	· Experience of using computer databases to manage donor/customer relationships.
· Experience of working in a professional fundraising environment or not for profit marketing department, either paid or voluntarily.
· Experience of establishing and managing effective relationships with charitable trusts and foundations.


	
	
	
	
	

	SKILLS & ABILITIES
	
	· Strong research and written communication skills
· Ability to use own initiative and to work to tight deadlines.
· Ability to effectively organise workload and plans to achieve objectives and targets.
· Detail-oriented
· Excellent interpersonal and skills.
· The ability to communicate with a range of audiences 
· Digitally aware and able to use the relevant digital tools for the role
· Required to use the CRM and other systems to review a wide range of information and data to inform planning and development
· Processing complex data, including data entry, review and monitoring consistently on agreed systems including the CRM.
	
	· Knowledge and understanding of charitable trusts and relevant fundraising trends and legislation. 
· Ability to use a fundraising or CRM database to support fundraising activity and adhere to the principles of data protection.





	
	
	
	
	

	VALUES & ATTITUDE
	
	· Demonstrable commitment to our vision, aims and values.
· Proactive approach to personal development and the updating of skills and knowledge.
· Committed to maintaining up to date digital skills
· Committed to ensuring people who work with us have a positive or use our services have a positive experience and receive quality services and information
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We will make a difference by being:
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