
 

 

Job Description 
 
Job Title: Digital Fundraising Assistant 
Reports To: Digital Fundraising Manager 
Directorate: Global Fundraising 
Location: Haywards Heath 
Direct Reports: N/A 

 

Context:  
Sightsavers’ vision is of a world where no one is blind from avoidable causes and where 
visually impaired people participate equally in society. We are an international organisation 
working with partners in developing countries to eliminate avoidable blindness and 
promote equality of opportunity for people with disabilities. 
 
We have around 350 staff worldwide, with our head office based in Haywards Heath. The 
Global Fundraising team is responsible for raising around £30m of largely unrestricted 
income. 
 
The Individual Giving Directorate is responsible for recruiting new supporters via printed, 
broadcast, face-to-face and digital media.  Relationships with these supporters are then 
developed so as to maximise lifetime value to the charity, predominantly by generating 
ongoing cash donations, regular gifts, and legacy pledges. 
 
Sightsavers has Individual Giving programmes in Italy, Sweden, Norway, UK, Ireland and 
India. India and Ireland are predominantly managed from their own head offices although 
close collaboration between teams is needed. 
 
The Digital Fundraising team sits alongside Online, Fundraising Services, Direct Marketing, 
and Fundraising Analysis, within the Individual Giving and Marketing Directorate. 
 
1) Job Purpose 
 
This is an important role in the Digital Fundraising Team to help ensure that we can run 
effective digital fundraising campaigns, and fully support all fundraising campaigns online.  
 
The post holder will be responsible for managing some specific, discreet digital fundraising 
projects (such as landing pages and emails), working with colleagues across fundraising and 
beyond to ensure digital support for the relevant campaigns runs smoothly. 
 
 

2) Main Responsibilities 
 

1. Manage specific digital fundraising projects (for example, briefing, creation and 
optimisation of landing pages or new digital advertising creative), working with 



 

 

stakeholders to ensure requirements are met (including agreeing appropriate 
timeframes), the project is delivered on time and on budget. Analyse and report on 
assigned projects, including suggestions for improvement. 

2. Support colleagues within Digital Fundraising, Campaigns team and international 
teams with use of email platform, providing advice and assistance as required. 

3. Work with IG team, international teams and digital fundraising team to add value to 
offline fundraising campaigns through digital (eg opportunities to include rich 
content or re-enforce key messages). 

4. Proactively consider the global perspective of all assigned projects and activity to 
ensure efficiency and optimisation across all countries. 

5. Regularly liaise with other fundraising teams in the UK, Ireland, Sweden, Norway, 
Italy, US and India to ensure the digital fundraising team are fully aware of upcoming 
activity, results and success stories from across Sightsavers fundraising programme. 

6. Take a key role in monitoring and reconciling income and expenditure to help ensure 
budgets and reforecasts are accurate. 

7. Co-ordinate digital fundraising briefing processes and timescales. Be the first point of 
contact for digital enquiries and triage requests and ideas to help ensure we 
prioritise the most effective activities. 

8. Assist with regular website testing, spot-checking and proof-reading of new and 
existing content to ensure the supporter experience is always optimal. 

9. Provide admin support for the digital fundraising team, including monitoring of 
invoices and financial processes, and taking responsibility for implementation of data 
protection compliance (for example actioning Right To Be Forgotten requests). 

10. Shadowing members of the digital fundraising team on specific projects to provide 
support and act as an alternative point of contact. 

 
The principle accountabilities are not meant to be an exhaustive list of tasks. The need for 
flexibility is required and the job holder is expected to carry out any other related duties 
that are within the employee's skills and abilities whenever reasonably instructed. 
 
3) Key Contact/Relationships 

1. Fundraising Analysis, Fundraising Services and Direct Marketing (within Individual 
Giving) 

2. Online Team 
3. Major Giving Directorate 
4. Ireland, Italy & India Fundraising Teams 
5. External Digital agencies 

 



 

 

4) Knowledge, Skills and Experience 

1. A passion for digital and marketing. 

2. Track record of managing multiple different projects and activities. 

3. Experience of building and updating web content using a CMS is an advantage. 

4. Experience building, sending and analysing emails through an email marketing 

platform is an advantage. 

5. Strong writing, editing and proofing skills. 

6. Good attention to detail. 

7. Good communication and inter-personal skills in order to convey information. 

8. Strong organisation, analytical and administration skills. 

9. Highly IT literate – Microsoft Office. 

10. Experience of working in fundraising/charitable sector is an advantage. 

11. An understanding of and commitment to equality of opportunities for disabled 
people. 

 
 

5) Nature and Scope 
The Digital Fundraising Team has a global remit (within the countries where Sightsavers 
fundraises). This will be an evolving role with scope for development within the team. 
 
 
 
Date: April 2019 


