
 

Job Title: Supporter Care and Fundraising Assistant 

Location: Bristol, BS3 

Company Profile: We are Great Western Air Ambulance Charity, dedicated to providing an air ambulance and 
critical care service across Bristol, North Somerset, Bath & North East Somerset, 
Gloucestershire, South Gloucestershire and surrounding areas. From fundraisers to highly skilled 
paramedics to senior consultants, we are a team, working to save lives that would otherwise be 
lost. Our work is deeply satisfying, and every member of the team is committed to this service, 
and to saving as many lives as we can.  We seek to continually develop and adapt our activities 
to meet the needs of local communities, being innovative and creative in our approach. 

Job Summary: With full support and training provided, this is your opportunity to join the charity sector or 
move into a new role that will challenge, excite and satisfy you. We are hugely proud of our 
incredible supporters, who are the lifeblood of GWAAC; your role will be to provide the best 
possible care to them. You will need excellent written and verbal communication skills, the 
ability to build and sustain good relationships internally and externally, good attention to detail, 
and computer literacy. Your role will be a new position at GWAAC, and will require you to be 
self-motivated with a desire to develop yourself as we shape this stewardship programme 
together.   

Hours of work: Full or part time considered  

Duration: Permanent  

Salary: £18,000-£21,000 FTE 

Main Areas of Responsibility: 

- Deliver excellent ‘customer care’ to anyone getting in touch with GWAAC.  
- Manage supporter queries and proactively communicate with supporters allocated to you in a manner that 

enhances GWAAC’s reputation, encourages additional support and secures ongoing commitment to GWAAC. 
- Ensure that donations and offers of other support are appropriately recorded, responded to and thanked, 

promptly and efficiently. 
- Maximise our ability to claim Gift Aid, based on understanding of eligibility and regulations.  
- Assist in researching and developing our knowledge of our current and potential supporters, and how we 

can maximise our relationships with them.   
- Draft funding and partnership applications using existing text and information, preparing mailshots and 

similar.  
- Manage the placement, servicing and monitoring of our collection tins in the community, maximizing brand 

awareness and income. 
- Make use of the volunteers available to assist with appropriate tasks, offering them a rewarding experience 

which contributes to our aims. 
- Attend events where/when appropriate e.g. community fundraising events, cheque presentations, talks. 
- Coordinate the efficient procurement, advertising, sale, dispatch and stock take of all GWAAC merchandise.  
- Coordinate requests for GWAAC attendees at events, book speakers and prepare resources required. 
- Ensure the information in our database (Donorflex) is accurate and complete to the best of our ability. 
- Develop and maintain a good knowledge of GWAAC’s operations and fundraising activities. 
- Undertake a range of general administrative tasks, as required, commensurate with your skills and 

experience and the demands on the charity.  
 

  



Working relationships, contacts and expectations  
- Work with members of the Critical Care Team and employees across the charity to create a collaborative 

approach to supporter care. 
- Forge effective working relationships across and external to the charity to promote and generate 

opportunities and to maximise income generation.  
- Build positive working relationships with volunteers in order to best utilise skills and resources available.  
- Occasionally work unsociable hours, for example attending evening or weekend meetings or travel outside 

our ‘area’ (TOIL is available). 
- Maintain an appropriate level of confidentiality at all times. 
- Act in accordance with all the charity’s policies and procedures. 
- Comply with all legal and regulatory requirements governing fundraising activity. 

 
This description does not attempt to describe all the activities of the post but rather illustrates with examples the main role of the post holder. It is therefore 
subject to alteration and development and will be reviewed jointly with the post holder and management.   

Person Specification 

Knowledge, Skills and Abilities  

Essential:  
 Excellent customer service and communication skills with the ability to positively communicate with 

supporters on the telephone, via email, and in writing.  
 Experience of building effective relationships with key stakeholders, and the ability to enthuse and motivate 

others. 
 Experience of delivering high quality customer or supporter care. 
 Computer literate with good experience in Microsoft Word and Outlook.   
 Experience of organising time well and balancing multiple priorities and demands.  

 
Desirable:  
 An understanding of the legislation, regulation and codes of practice relevant to charity fundraising.  
 Fundraising experience in a UK charity 
 Knowledge of supporter care approaches and techniques. 
 Valid full UK driving licence, or alternative means of travelling around our urban and rural area effectively   
 Use of own vehicle 

 
Essential Personal qualities    

 Committed to the vision, mission, values and work of Great Western Air Ambulance Charity   
 Committed to safeguarding, equality, diversity, sustainability and social responsibility   
 Ability and positive motivation to effectively problem-solve  
 Excellent interpersonal skills, with ability to develop strong relationships, internally and externally  
 Ability to work collaboratively as part of an effective multidisciplinary team 
 Ability to organise and plan own work, identifying conflicting demands, and establishing clear priorities  
 Ability to complete tasks and projects on time and to a high standard, demonstrating a can-do attitude and 

excellent attention to detail  
 Exceptional organisational skills, flexibility, and ability to meet tight deadlines 
 Champion of positive change  
 A commitment to professionalism and excellence 

 


