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Children in Crossfire 

Job Description 

Fundraising Administration Support Officer 

 

Based at: Head Office (Derry-Londonderry) 

 

Responsible to: Head of Fundraising 

 

Contract: Full Time 35 Hours Per Week  

 

Salary: Available on request  

  

Context 

Children in Crossfire is a registered charity in Ireland that facilitates International 

Development and Development Education (DE)/Public Engagement (PE) activities. 

Our vision is a compassionate world where every child can reach his or her potential.  

We work in partnership with local organisations in Tanzania and Ethiopia to improve 

the lives of the most disadvantaged young children, with a particular focus on Early 

Childhood Education (ECE). By improving childhood care we are changing lives and 

empowering young children and their communities to build a better future. In Ireland, 

we work through DE and PE to engage the public in issues of global justice, and through 

PE we also advocate for increased investment in ECE.  

 

Reporting directly to the Head of Fundraising, the Fundraising Administration Support 

Officer will implement the administrative functions of our fundraising programme, and 

assist with general office duties. 

 

Major Responsibilities 

1. Implementing the administration functions of Children in Crossfire’s 

fundraising department, providing support to the fundraising team;  

2. Carrying out general office duties. 

 

 

Specific Responsibilities (Please note that the allocation and prioritisation of these 

duties may change depending on need at any given time.)   

 

1. Implementing the administration functions of Children in Crossfire’s 

fundraising department, providing support to the fundraising team: 

 

 Ensure Raiser’s Edge is updated to the highest standard on a daily basis to 

include but not limited to:  

 New contacts’ information (including for mass participation 

fundraising activities);  

 Income updates (including for mass participation fundraising 

activities); 

 Individual communication preferences; 

 Change of details; 

 ‘Thank you’ updates;  

 GDPR preferences;  
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 ‘Do not contact’ requests;  

 ‘Deceased’ notifications; 

 Any other fundraising requirements.  

 Ensure Raiser’s Edge is fit for purpose with relevant system updates including 

attributes, constituency codes and other information fields as required.   

(Please note we anticipate that a significant proportion of each working week 

will need to be dedicated to updating Raiser’s Edge as our key strategic 

fundraising tool); 

 Support the Head of Fundraising and the wider fundraising team as and when 

required. This will include engaging with external agencies for Direct 

Marketing appeals, fundraising appeals, raffles, committed giving campaigns 

or payroll giving campaigns;  

 Assist the fundraising team by supporting social media engagement for online 

fundraising activities;  

 Support our Direct Marketing appeals by: 

 Updating Raiser’s Edge timely to ensure all relevant required 

information is accurate;   

 Co-ordinating quotes; 

 Lapsing donors (annually); 

 Ensuring donors are thanked;  

 Carrying out other tasks as required.  

 Support our Committed Giving and Payroll Giving programmes and our 

Legacy Giving campaign, including with: 

 Initial welcome communications;  

 Amendments to individuals’ details;  

 Cancellation communications;  

 Reactivation procedures; 

 Raiser’s Edge updates;  

 Other tasks as required.   

 Assist with daily post, online shop fulfilment, web donations and PayPal 

processes; 

 Assist in the lodgement process as required;  

 Administer all aspects of Gift-Aid processing from receipt to claim, for both 

offline and online generated income; 

 Be the main point of contact with Blackbaud (Raiser’s Edge), ensuring our 

relationship is developed so that we are utilising the database to its full 

potential;    

 Liaise and co-operate fully with the Head of Fundraising and other members 

of the fundraising team to ensure the effective delivery of all administration 

elements of the fundraising strategy;  

 Work at Children in Crossfire events when required, including possible anti-

social hours.  

 

2. Carrying out general office duties: 

 

 Assist with reception duties as and when required; 

 Manage all stationery supplies, ensuring adequate levels are maintained; 
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 Manage general office supplies (oil, franking machine, water, kitchen/cleaning 

supplies etc); 

 Report to the Head of Fundraising on all aspects of your work as and when 

required; 

 Work closely with the wider Children in Crossfire team providing support as 

required: 

-Attend and participate fully in organisational team meetings as and 

when required;  

-Be a strong team player for Children in Crossfire both internally and 

externally by motivating others to become actively involved to support 

the organisation;  
-Adhere to all organisational policies, and implement accordingly; 

-Undertake any other duties to support the operations of the organisation 

as and when required. 

 

Safeguarding Risk 

This role is considered to present a medium-rating of safeguarding risk. The role will 

be primarily office-based, with some contact with children/vulnerable adults but not as 

a regular part of the role. 

 

Personal Profile 

 A minimum of 3 years’ experience in an administrative role in an office 

environment. 

 A minimum of 5 GCSEs or equivalent at grade C or above. 

 Experience and working knowledge of using a Customer Relationship 

Management (CRM) system during the last three years (preferably Raiser’s 

Edge).  

 Advanced skills in the use of Excel. 

 Proficient in the use of Mailchimp, email, Survey Monkey and other relevant 

communication tools. 

 Demonstrable experience of operating digital media platforms to aid 

organisational development. 

 A good communicator with excellent organisation skills and attention to detail. 

 Ability to work to deadlines, prioritise and take initiative. 

 IT literate, and a technical ability to learn organisational specific IT 

programmes. 

 Proven ability to input and manage data electronically and prepare reports. 

 Organised, meticulous and efficient in their working approach. 

 Committed to the aims and values of Children in Crossfire, and work as part of 

the team. 

 Commitment to confidentiality. 

 Carry out your work with integrity. 

 Good self-expression, both verbal and written. 

 


