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Job description
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Walk Wheel Cycle Trust | Job description
Role description
· Salary: Grade F
· Location: Walk Wheel Cycle Trust offices in Bristol with the flexibility to work from home. Expected to be a minimum of two working days every month in Bristol  
· Line manager: Supporter Operations Manager
· Department / Team: Fundraising and Supporter Engagement
Role summary
The Stewardship and Events Officer is an exciting new role in the Fundraising and Supporter Engagement team who will shape a number of new activities for the charity, designed to maximise stewardship and therefore income. 
Their key responsibilities will be aimed at working across teams both within and outside of the fundraising and supporter engagement team to establish a new program of events for our supporter base; provide proactive and attentive stewardship communications for our supporters with the highest capacity to give; as well as supporting the setup of a Development Board aimed at bringing higher value income to the charity.
In addition, they will support both the Supporter Care and the Philanthropy and Partnerships teams with daily stewardship and processes, including enquiry handling, legacy administration, scheduling management for funding alerts and communications to high value supporters, as well as database maintenance and reporting.


Key responsibilities
1. Lead the creation and project management of a new programme of stewardship events (webinars and in person‑). 
Responsible for the organising and the smooth running of events, relationship building across the organisation to ensure the right colleagues attend and/or host, relationship building with potential external speakers and high value supporters attending the events and following up with our supporters to get their feedback. 
2. Stewardship reporting. 
Responsible for establishing quarterly reporting to show the impact of the activities on supporters’ intention to give. Using these insights to shape future events and stewardship activities at the charity.
3. Support the establishment and ongoing management of the new Fundraising Development Board.
Responsible for stewardship and communications with the members, as well as logistical support, such as scheduling, preparing agendas, meeting packs and minutes, arranging meetings, and tracking actions and stewardship updates. 
4. To monitor compliance with fundraising regulations and data legislation in procedures.
Helping to support compliance monitoring across the fundraising team, including training, monitoring, and reporting. 
5. Administrative responsibilities for the Supporter Care Team and the Philanthropy Team:
Supporter Care Team: 
· Daily stewardship activities assisting supporters with operational enquiries (via phone, email, and social media), legacy administration, and ad hoc donations or requests in a timely manner, ensuring great customer service and stewardship. Liaise with colleagues across Walk Wheel Cycle Trust to ensure enquiries receive the best possible response in an informative way.
· CRM maintenance ensure the fundraising databases (Donorflex and SugarCRM) are kept updated with accurate details. Additionally, that stewardship and event activities are effectively recorded.
· Donation banking ensure that all donations received are banked promptly and accurate records are kept for reconciliation of monies with the Finance team.
· Donation thanking support the wider Supporter Care team to thank ad hoc, in-memory, or appeal donations via phone, email or letter. Help shape and run multi-channel thanking days/weeks at the charity, focusing on making supporters feel valued.
Support the Philanthropy Team:
· High value stewardship Creating communications surrounding the development board, understanding motivations for high value giving, and providing the operational support for the board.
Support the production of the Philanthropy Funders 6 monthly newsletter. Gathering relevant content for the Philanthropy team. 
· Sharing and summarising external Philanthropy funding alerts and newsletters regularly scanning and summarising for the Philanthropy team.
· Support the management and maintenance of a fundraising story and impact bank ensuring stories are centrally recorded with appropriate consents to be used in fundraising materials to show impact of our work and supporters’ donations.





Person specification
Specific qualifications or experience required
· Experience working in a fundraising, supporter care, events, customer service or stewardship role within a charity or similar organisation.
· Experience leading a project, including identifying and engaging relevant stakeholders, experience of using project management software, identifying key performance indicators, delivery of the project, and reflective insight following.
· Experience coordinating event logistics for webinars and in-person events, including bookings, catering/refreshments, venue liaison, tech setup, registrations, RSVPs and on‑the‑day support and follow-up communications. Specific experience of finding innovative and thoughtful solutions to live event challenges, such as technical failures, unexpected speaker absences, or last-minute venue cancellations would be particularly valuable.
Experience delivering stewardship activities, particularly aimed at supporters with a high capacity to give, including relationship building by identifying their motivations, developing a program of thank you communications, donor updates, mailings and handling supporter enquiries.
· Experience using a CRM system (e.g., SugarCRM, Donorflex, or similar) to maintain accurate personal data, record interactions, track tasks, manage event attendance and produce simple reports or lists.
· Experience preparing meeting papers, agendas and minutes for senior groups such as Boards, Committees or working groups.
Experience working collaboratively across teams to deliver high quality donor or supporter experiences, ensuring consistent and timely follow-up.
· Experience supporting donation processing or banking, ensuring accurate recording and reconciliation.
Experience gathering stories/testimonials or contributing to impact reporting would be desirable.
Specific/technical knowledge required
· Understanding of stewardship best practice and what constitutes an excellent donor or supporter experience.
· Knowledge of appropriate communications and engagement activities for supporters with the highest capacity to give.
· Knowledge of project management systems and processes, engaging stakeholders both within and external to the organisation.
· Knowledge of event delivery processes, both online (e.g., webinar platforms) and in‑person, including basic accessibility considerations and tech requirements.
· Knowledge of CRM data standards, data accuracy, and GDPR requirements relating to personal data, contact preferences, communications and audit trails.
· Competence in Microsoft Office/365 (e.g., Word, Excel, Outlook, PowerPoint), virtual event platforms (e.g., Teams/Zoom) and a willingness to learn new systems or platforms as required.
· Awareness of fundraising pipelines, stewardship journeys and how activity is recorded and monitored within a CRM to support reporting and forecasting.
· Understanding of the importance of accurate monitoring and reporting schedules (to support monitoring and deadline tracking).
Basic awareness of fundraising regulation, data legislation and compliance processes, with the ability to support monitoring and training within the team
Skills and abilities
· Excellent organisational and administrative skills, with the ability to manage multiple tasks, deadlines and event logistics simultaneously.
Strong written communication skills with the ability to produce clear, warm and accurate donor-facing communications using agreed templates and content. Including invitations, reminders, thank you messages and event updates.
· High attention to detail, especially in data entry, stewardship activity tracking and event coordination.
Confident and professional interpersonal skills, including handling supporter enquiries and making light touch thankyou calls.
· Ability to produce simple dashboards and reports that summarise stewardship activity, event engagement and donor touchpoints.
Ability to work autonomously, proactively managing your workload and taking ownership of follow up actions.
· Strong teamworking skills, with the ability to build positive working relationships and support colleagues across philanthropy and operations.
Comfortable using technology to support event delivery, remote working, and data driven processes.
· Ability to identify and implement improvements to processes, templates or administrative systems that enhance the efficiency of stewardship or events delivery.
· Ability to manage sensitive storytelling processes, ensuring stories are collected, stored, consented and used responsibly to demonstrate impact.
This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future, we will consult with the post holder before doing so.



We make it possible for everyone to walk, wheel and cycle.
Because it changes everything. Our health. Our wellbeing. Our world.
www.walkwheelcycletrust.org.uk 
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