
    

 
 

Role description: Fundraising Assistant (Volunteer) 

 
1.  General 

Role Title: Fundraising Volunteer   

Location: Tufnell Park, London 

Reporting to: Partnership and Development Managers 

 
2.  Organisational information 

Concil iation Resources 

Conciliation Resources is an independent organisation working with people in conflict to prevent 
violence and build peace. We provide advice, support and practical resources to help divided 
communities resolve their differences peacefully. In addition, we take what we learn to 
government decision-makers and others working to end conflict, to improve peacebuilding policies 
and practice worldwide.  

Conciliation Resources was established in 1994 and incorporated in 1996 as a company with 
charitable status. We currently have 49 full and part-time staff members working out of the 
London office and a number of additional consultants working with us on contract. We have up to 
five office-based volunteers at any one time working across our teams. 

General Criteria 

Our staff and volunteers operate in a spirit of programme partnership, which demands team-work 
and collaborative decision-making, transparency and mutual respect, integrity, personal initiative, 
creativity, political and interpersonal sensitivity and professional discretion. The Fundraising 
Volunteer is expected to apply these core values to their work and develop them within the 
organisation. 

 
3.  Role overview 

This is an unpaid voluntary role within a small and friendly fundraising team. We appreciate the 
contribution volunteers make to Conciliation Resources’ goals, and aim to have a mutually 
beneficial relationship. We support volunteers to develop knowledge, skills and opportunities that 
will be useful to them in their future careers.  

Role Purpose 

Primary tasks of the Fundraising Volunteer will include assisting with donor reporting and tailored 
funding proposals to a variety of donors (government, trusts and foundations, multilateral agencies 
etc.). Other tasks may include: administrative support, donor research, and updating the 
fundraising database. While previous experience is not necessary, applicants should have good 
writing and administrative skills and attention to detail.  



 

We are looking for someone able to commit to three days per week for at least three months. We 
welcome internship opportunities through schemes such as ERASMUS or those that are part of a 
degree. 

Conciliation Resources covers travel expenses within the London area and lunch (up to £5) daily. 

Scope and Accountabil ity  

The Fundraising Volunteer is part of our Fundraising team and reports to the Partnership and 
Development Managers. 
 

4.  Specif ic responsibil it ies and tasks  

a.  Supporting the development of reports and funding proposals (35%) 

• Contribute to the development of funding proposals, including writing and editing content. 
• Contribute to the development of the Donor Report 2014, in particular through the 

gathering of qualitative information to be used in drafting the reports, liaising with 
programme teams to source additional information and content (e.g. photos), and 
proofreading reports. 

 
b.  Administration and internal communications (30%) 

• Update the various databases and electronic and paper filing systems with accurate and 
up-to-date information on all submissions, grant-funded projects and donors. 

• Assist with the production of fundraising activity reports to track and monitor progress on 
programme funding. 

• Support the fundraising team in producing reports for the Board and the Executive 
Management Committee. 

 

c.   Donor research and relationship management (25%) 

• Research funding opportunities and communicate these to staff as appropriate. 
• Support fundraising staff through compiling / updating donor briefing notes, and other 

tasks as appropriate. 
 

d.  Other (10%) 

• Participate in line management meetings. 
• Participate in internal meetings. 
• Contribute to organisational processes of communications, including posting materials on 

the intranet. 
 

5.  Person specif ication  

e.  Knowledge and experience 

• Fluent English (essential). 
• Experience in maintaining electronic databases and filing systems.  
• Good working knowledge of standard Microsoft Office packages (Word and Excel), 

preferably in a Mac environment.  
• Some knowledge / experience of institutional donors including government, multilateral 

and philanthropic donors (desirable). 
 

f .  Skills /  Attributes 



 

• Excellent written and verbal communications skills 
• Strong administrative and organisational skills 
• Excellent research and analysis skills 
• Accuracy and attention to detail 
• Effective time-management skills and ability to multi-task and prioritise competing 

demands 
• Interest in international affairs and peacebuilding issues 
• Good interpersonal skills 
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