	Fundraising Assistant 
Person Specification
 

Criteria

	
Essential
	
Desirable
	
How identified

	Qualifications and training
	· Educated to A-Level or equivalent 
	· Formal qualification in Fundraising 
	Application 

	Knowledge and experience



	· Experience of working on own initiative and planning own workload
· Experience of undertaking administrative jobs 
· Interested in working for a charity

	· Familiarity with the South Lakes, North Lancashire and Barrow & Furness areas
· Involved in fundraising activity, volunteering or third sector work

	Application/ Interview 


	Skills and abilities

	· Excellent communicator, both verbally, written and in-person 
· Excellent IT skills, diligent with details and accuracy
· Highly organised with the ability to prioritise workload, work well under pressure and manage priorities effectively
· Ability to self-motivate/ self-manage

	· Understanding of third sector
· Evidence of ability to build and maintain professional relationships
· Experience of working as part of a successful team
	Application/ Interview 

	Attitudes and values

	· Empathy with cancer patients and their families 
· Committed to the principles of equal opportunities
· Committed to CancerCare’s vision & values
· Passion to learn, conscientious and positive work ethic 
· Uses initiative and has confidence to ask for help when needed
· Results driven, and keen to improve on efficiency

	· Knowledge of CancerCare’s aims and objectives

	Application/ Interview 


	Other
	· Ability to travel throughout the South Lakes, North Lancashire and Barrow & Furness areas 
· Flexibility to work evenings and weekends (with prior notice)
· Must be able to physically move and erect equipment such as gazebos, weights, boxes etc 

	· Full UK Driving Licence with access to a vehicle

	Application/ Interview
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