
 
 
 

Donor Relations Officer 

 
 

JOB TITLE:   Donor Relations Officer 

PAY SCALE:    £20,000 – £25,000 

REPORTS TO:    Charity Marketing Manager 

ACCOUNTABLE TO:  Trustees of Charity 

 
Alder Hey Children’s Charity raises vital funds to help make Alder Hey in the Park a truly world-class, 
patient-friendly hospital for the 275,000 patients and families we care for every year. 
 
Since October 2013, we’ve raised over £30m for a range of life-saving medical equipment and 
facilities that are making a real difference to families every day. We raise money for ground-breaking 
research, state-of-the-art family facilities, life-saving medical equipment and pioneering arts and 
music programmes.  
 
Alder Hey Children’s Charity is seeking to appoint a Supporter Experience Officer, to support the 
charity’s ambitions to grow our income. You will help develop and deliver a comprehensive 
programme of tailored cultivation and stewardship activities that will engage and retain donors to 
Alder Hey Children’s Charity. 
 
As part of a small, but highly effective team, you will help create and deliver meaningful supporter 
experiences that strengthen the relationship between donors and Alder Hey. You will help develop a 
new supporter experience strategy which will ensure that we engage, recognise, thank and 
demonstrate the impact of donations made to Alder Hey in the most effective way. 
 
AIMS: 
The key aims of this post are: 
 

 To ensure that donors receive appropriate and regular updates on the impact of their 
donation. 
 

 Ensuring donors feel that their gift is making a difference, in order to help ensure that 
donors consider renewing their support for Alder Hey 
 

 To develop a more robust framework for donor stewardship activity and to ensure that 
donor stewardship is more proactive. 
 

 Work with colleagues across the charity and the hospital to develop content that can be 
edited so that it can be shared with various audiences in different formats. 



 
JOB DESCRIPTION: 
Key Responsibilities will include: 
  

 Working closely with relationship managers across the charity you will plan and develop our 
donor stewardship activities, ensuring that donors receive effective and timely, thank you 
letters and impact reports, as well as ensuring donation milestones are appropriately 
celebrated.  
 

 Drafting and edit copy for internal and external audiences to convey the impact of 
philanthropy across both print and digital channels  
 

 Plan and deliver bespoke reports and visits, ensuring that these outputs are effective, and 
delivered on schedule. 
 

 Working with relationship managers, contribute to management plans for donors, ensuring 
stewardship is timely and coordinates with other activities planned by the relationship 
manager. 
 

 Working with the Charity Marketing Manager and members of the Marketing and 
Communications team to ensure that these outputs are of a consistently high quality, within 
budget and in line with our brand guidelines. 
 

 Acting as our supporter experience data lead, ensuring that all donor stewardship activity is 
recorded in a consistent and appropriate location on our CRM system. You will also work 
with our Database and Insight Manager to look at how we can integrate stewardship plans 
into the database in order to consolidate all stewardship information and plans within our 
CRM system. 
 

 Working collaboratively you will work to continually improve how we record and use our 
data and make better use of its insight for reporting, and for developing the donor 
experience. 
 

 Ensuring charitable giving is celebrated, and opportunities to promote the impact of giving 
both internally and externally are capitalised on. 
 

 Keeping up-to-date on UK donor trends 
 

 Contribute to other projects and activities as directed. 
 
PERSON SPECIFICATION 
 
Essential: 
 

 Applicants must educated to GCSE level and have a Minimum of 5 GCSEs at Grade C or 
above (including English) or equivalent, or having acquired relevant experience 

 A team player with a positive and flexible attitude with a willingness and ability to work 
collaboratively with colleagues  

 Committed to Alder Hey Children’s Charity’s mission and values 



 
 Excellent written and oral communication skills with the confidence to speak to donors in 

person, over the phone and through written correspondence. 

 Proven creative and persuasive writing skills. 

 Ability to write high-quality written reports. 

 Thorough, with a high level of attention to detail. 

 Experience in driving and developing new initiatives within an organisation. 

 Self-starter; highly organised, with an ability to work systematically to targets and deadlines 
and able to work under pressure. 

 Ability to work on own initiative and to prioritise workloads.  

 Ambitious and enthusiastic, with the ability to work collaboratively across teams and use 
tact and diplomacy. 

 Ensuring charitable giving is celebrated, and opportunities to promote the impact of giving 
both internally and externally are capitalised on, in creative and innovative ways across all 
channels. 

 Confident and experienced in use of MS Office packages (Word, Excel, PowerPoint, Outlook). 
 
Desirable: 
 

 Experience of using a CRM or similar database 

 Understanding of the motivations and requirements of charity donors, with a particularly 
understanding of the stewardship requires for different donor audiences. 

 Understanding of philanthropy and the principles of charitable giving 
 
 
KEY RELATIONSHIPS:  
 
Internally, this role will hold key relationships with: 
 

Charity Marketing Manager, Trust and Foundations Partnership Manager, Director of 
Philanthropy, wider Fundraising Team, Marketing and Communications team, clinicians, 
researchers and other hospital colleagues. 

 
Externally, this role will hold key relationships with: 
 

Key charity donors.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
ADDITIONAL REQUIREMENTS AND RESPONSIBILITIES 
 
Alder Hey Children’s Charity is located within the premises of Alder Hey Children’s NHS Foundation 
Trust and the following additional requirements and responsibilities must be met. 

DISCLOSURE AND BARRING SERVICE CHECK 

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will 
be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service 
(formerly known as CRB) to check for any previous criminal convictions. 

POLICIES AND PROCEDURES 

All employees must follow the Charity’s policies and procedures.   
 
CONFIDENTIALITY  
 
The post holder will often have access to personal data regarding patients and staff throughout the 
course of their employment.  All employees must ensure that they maintain the confidentiality of 
personal and sensitive information in accordance with the Data Protection Act (1998) and ensure 
any disclosure of information is done with consent and information only provided to an individual 
authorised to possess the information. Employees must not access any confidential information held 
in any form when they have no proper reason to do so in the course of their duties. When dealing 
with information of any nature, staff must be aware of their personal responsibility and undertake to 
abide by the policies and procedures of the Foundation Trust and their own departments. In 
circumstances where it is known that a member of staff has inappropriately accessed or 
communicated to information to an unauthorised person, this will be considered gross misconduct 
and could lead to the termination of an employee’s contract of employment. 
 
INFECTION CONTROL 
 
All staff, clinical and non-clinical have both duty and responsibility to prevent the spread of infection 
within the hospital and are required to comply with infection control policies at all times. 
 
EQUALITY AND DIVERSITY  
 
The Charity is pro-diversity and anti-discriminatory.  Charity policies prohibit discrimination, 
victimisation, bullying or harassment.  The Charity is committed to treating people equally, whether 
they are patients, colleagues, suppliers or other customers. 
 
CONDUCT OF BEHAVIOUR 



 
 
Employees are personally accountable for their actions at work, and must promote high standards of 
care and behaviour.  All employees must deliver reliable and effective customer care. 
 

 
This Job Description is an outline of the key tasks and responsibilities; it is not intended as an 
exhaustive list.  They may be jointly reviewed with the post holder as it is expected that the 
responsibilities will develop over time. 


