
 
 

JOB DESCRIPTION 
 

Events Officer  

 

 
Reporting to:     Events Manager 
 
Salary range: £28,000 per annum inclusive of London weighting (plus contributory 

pension scheme) depending upon experience 
 
Location:  Unit 202, Edinburgh House, 170 Kennington Lane, London SE11 5DP  

               
Holiday entitlement:   25 days plus 3 discretionary days between Christmas and New Year 

and statutory holidays 
 
Working conditions: Full time, 35 hours a week  

 
Will be required to work some evenings and occasional weekends.  
Time of in Lieu will be given in line with the charity’s policy. 

 

About Bowel Cancer UK 
 

Bowel Cancer UK is the UK’s leading bowel cancer charity.  We are determined to save lives, improve the 

quality of life and support all those affected by bowel cancer.  We enable and fund research, provide 

information and support to patients and their families, educate the public and professionals about the 

disease and campaign for early diagnosis and best treatment and care for all. 

 

Our pledge is bold, ambitious and inspiring. Within ten years: 

 

• We will transform survival rates, from only one in every two people surviving bowel cancer over five 

years, to three out of four people surviving  

• There will be better information and support for every patient throughout their journey  

• Screening will be optimal, leading to more cancers being detected early or prevented 

 

We are a growing national charity with around 65 staff and interns based at offices in England and Scotland 

and home-based staff members in both Northern Ireland and Wales.  

 

Job Summary 
 

The right candidate will be a highly self-motivated and experienced fundraiser with exceptional donor care and 

communication skills. You will have a genuine interest in the aims and objectives of Bowel Cancer UK with a 

real desire to make a difference to the lives of people affected by bowel cancer. 

 

The Events Officer will report to the Events Manager and is responsible for providing support to events 

participants, providing an exceptional level of encouragement and advice in line with the charity’s high 

standards of first class supporter care. 

 



 
 
The role will work closely with a Senior Events Officer to deliver our portfolio of third party challenge events 

and will contribute to the charity’s goals by recruiting new supporters, retaining existing supporters and by 

growing fundraising income.  

 

You will be a team player with excellent people skills and you must be proactive, resilient and capable of 

organising and managing a busy workload.  

 

Main responsibilities 
 

Event delivery and development 

 Working closely with a Senior Events Officer to plan, deliver and develop our third party and bespoke 

challenge events portfolio in order to meet both income and expenditure targets and additional KPIs as 

agreed with the Events Manager. 

 Working closely with a Senior Events Officer to deliver a communications plan for third party and bespoke 

challenge events. The plans must deliver excellent stewardship in order to maximise income per 

participant as well as encourage repeat participation.  

 Working closely with a Senior Events Officer to create and deliver a marketing plan for each event 

(including social media marketing) to maximise recruitment and the charity reach. 

 Providing on-going, day to day support to third party and bespoke challenge event participants. This 

includes but is not limited to, responding to general enquiries, providing timely support and advice on all 

aspects of fundraising, event logistics, relevant best practice rules, charity law and fulfilling orders for 

fundraising materials. 

 Supporting the third party and bespoke challenge events team by managing the registration process, 

relevant website pages and maintaining database records for all third party challenge event participants. 

Maintaining high levels of data capture and adhering to data protection rules and guidelines.  

 Supporting the Events Manager in developing strategies to improve supporter experience through 

evaluating and analysing their portfolio of events as well as the wider events market place. 

 
Delivering excellent supporter care and stewardship  

 Excelling in building and maintaining relationships with event participants and volunteers through regular 

contact via telephone, email, mail and social media to maximise fundraising, event experience and donor 

retention.  

 Sending out regular e-newsletters to our runners, treks and challenges participants to support their event 

preparations. 

 Inputting data into the fundraising database and prepare and dispatch promotional materials and 

participant support materials. 

 Ensuring that all events fundraising activity on behalf of the charity is compliant with fundraising law and 

the Institute of Fundraising’s and Fundraising Standards Board (FRSB) best practice guidelines. 

 

 

 

 



 
 
Database 

 Setting up queries and producing reports to monitor event participant numbers and fundraising income 

and reporting to the Events Manager as required. 

 Ensuring that the use of Raisers Edge for events fundraising is effective, accurate and consistent. 

 Maintaining accurate records of fundraising expenditure in Microsoft Excel. 

 
Budgeting and monitoring  
 
•   To be accountable for reaching the financial targets for your portfolio of events. 

 Review budget reports provided by Finance and liaise with Head of Finance if further analysis is required.  

•   Responsible for maintaining detailed budget records for income and expenditure accounts to ensure cost 

effectiveness. To produce detailed reports and financial analysis on progress as required. 

• Provide excellent levels of supporter care post event, including accurate and timely thanking for donations 

and participation. 

 

Additional Responsibilities 

 Work closely with the wider fundraising team to maximise opportunities for increased fundraising and 

capitalise on new leads. 

 Attend and contribute to cross organisational meetings where appropriate.  

 Keep abreast of fundraising events trends and latest fundraising legislation across the sector. 

 Representing the charity at fundraising events, attending and managing events as required.  Occasional 

overnight stays may be required. 

 Undertaking any other duties as required by the Events Manager. 

  



 
 

PERSON SPECIFICATION 
 

Experience & Qualifications 
 

 Events fundraising experience (at least 1 year) with a particular focus on runs, cycles and treks. 

 Educated to degree level or equivalent. 

 Experience of using supporter/customer care databases to manage work and keep accurate records. 

 Experience of producing creative copy for fundraising mailings e.g. newsletters, mailings, or for the web 

and social media. 

 
Knowledge, skills & abilities 
 
 Excellent written and verbal communication skills and the ability to work with people at all levels. 

 Excellent project managing skills and experience of working on multiple projects simultaneously. 

 Ability to think creatively and contribute ideas to team planning and discussion sessions. 

 Ability to work under pressure, manage time effectively and prioritise workload. 

 Good working knowledge of databases (ideally Raisers Edge) and all Microsoft packages including Word, 

Excel and Outlook. 

 Ability to use initiative, prioritise and demonstrate problem-solving approach. 

 Ability to build relationships and deal with supporters or external stakeholders at all levels. 

 
Personal Qualities 
 
 A bright, engaging manner and the ability to motivate fundraisers in their support of the charity 

 Outgoing and enthusiastic  

 An excellent team player 

 Understanding of and commitment to the aims and objectives of Bowel Cancer UK  

 Understanding of charity law and best practice principles 

 A commitment to equal opportunities and anti-discriminatory practice 

 


