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Job Description and Person Specification 
 

 
Job Title:   Fundraising Coordinator - Events 
 
Reporting To:  Head of Fundraising 
 
Location:   AMAR’s London office in Westminster 
 
 
Job Purpose: 
 
AMAR is seeking an experienced, enthusiastic and dynamic individual to join its small 
fundraising team to develop and manage a programme of AMAR-related events and grow 
annual income in a progressive and innovative way over the next three years.     
 
 
Duties and Responsibilities: 
 
1. To work closely with the Chief Executive, Chief of Staff and Head of Fundraising to 

increase income from fundraising events against set targets over the next three years.  
2. To develop a 12-18 month timeline for all AMAR-related events  
3. To manage events from initial planning stages to event delivery.  AMAR’s event portfolio 

includes large-scale events such Gala Dinners and high levels conferences, to smaller-scale 
events such as gigs and supper clubs.   

4. To liaise with AMAR various Fundraising Committees around the globe on fundraising 
events. 

5. To work closely with Head of Fundraising and AMAR’s Corporate Teams to source 
significant annual event sponsorship. 

6. To directly source high-end auction items and prizes. 
7. To work with the Communications Team to prepare all relevant event material, outline pre-

event communication, including PR and marketing strategies, and post-event 
communication such as websites and social media updates, and newsletters. 

8. To manage pre- and post-event administration including database maintenance, invoices 
and thank you letters.  

9. To manage all event volunteers, including AMAR staff, in the lead-up to and during events. 
10. To develop an excellent ‘supporter journey’ for all event attendees and carry out relevant 

and ongoing follow up to help build a loyal support-base. 
11. To work closely with the Fundraising Coordinator – Individual Giving to develop and 

increase community fundraising events. 
12. To represent AMAR at external events. 
13. To undertake any other tasks as required. 
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Person Specification: 
 
1. A proven track record of generating income from events is essential. 
2. Significant experience of managing a varied portfolio of events. 
3. Good understanding of budget preparation and management. 
4. Experience of preparing promotional materials. 
5. Experience of managing volunteers and supporters. 
6. Good knowledge of using a fundraising database 
7. Strong interpersonal skills and the ability to influence a wide range of stakeholders. 
8. Ability to work across teams and departments in a collaborative manner and proactively 

engage colleagues in fundraising initiatives. 
9. Strong written and verbal communication skills and the ability to communicate effectively 

across a wide range of media and audiences. 
10. A keen eye for detail to ensure high standards whilst working under pressure. 
11. Ability to manage multiple projects simultaneously and work to strict deadlines. 
12. Highly competent in use of Windows/Microsoft Office programmes including Word, 

Excel, Powerpoint. 
13. Motivated to work in the not-for-profit sector. 
14. Commitment to AMAR’s aims, objectives and values. 
 
 
Conditions of Work:  
 
Salary:    Competitive 
 
Hours of works:  9am to 6pm but some out of hours work will be required.  
 
Annual Leave:   25 days plus bank holidays per annum. 
 
Benefits:   The successful candidate will be entitled to join the AMAR  

pension scheme which is a 3% employer-matched contribution 
pension on completion of a three month probation period. 

 
Equal Opportunities:  AMAR is committed to equal opportunities and will not  

discriminate against any job applicant on grounds of age, gender,  
race or ethnic origin, religion or belief, sexual orientation, or 
disability.  
 

Residency:   The successful candidate must have the legal right to live and  
work full-time in the UK. 

 
The closing date for applications is Thursday 5 January.   
Interviews will take place the week beginning Monday 9 January. 
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Please send your CV and a covering letter to recruitment@amarfoundation.org with 
Fundraising Coordinator – Events as the subject. 
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