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Job Description 

Job title:  Senior Fundraising Assistant 

Job location:  Spencer House, Spencer Row, Dublin 1, Ireland 

Reports to:   Head of Individual Giving; Head of Major Giving 

Responsible for:    N/A 

Duration:  Permanent 

Department:  Ireland 

Hours:  35 hours per week  

 

Job purpose 

• Provide support to the fundraising team across a range of campaigns and appeals 

• Coordinate the high value mailings for the major giving team  

• Provide general office support to both fundraising teams, including, invoice processing, 
banking, stationary orders and other administrative duties as required supporting the 
requirements of broader team. 

• Ensure best practice in the maintenance of the database and other software support 
systems 

 
Founded in 1950, Sightsavers is an internationally recognised not-for-profit organisation that 
works to prevent avoidable blindness and save the sight of people living in some of the 
world’s low income countries. Sightsavers operates in more than 30 countries around the 
globe. Since its foundation, the organisation has performed 6.9 million cataract surgeries 
and has treated 1 billion people to prevent debilitating diseases. Sightsavers vision is a world 
in which no one is blind from avoidable causes and where visually impaired people 
participate equally in society. 

The primary purpose of the Senior Fundraising Officer’s role within Sightsavers Ireland will 

be to act as a support to the wider fundraising team, both Individual Giving and Major Giving. 

The successful candidate will have the opportunity to gain experience and understanding of 

a range of fundraising methods and learn how to manage relationships between Sightsavers 

Ireland and its existing supporters as well as fostering relationships with prospective new 

donors.   

Vision: Sightsavers’ goal is a world where no one is blind from avoidable causes, and where 
people with visual impairments and other disabilities participate equally in society. 
 
Mission: Sightsavers is an international organisation working with partners in developing 
countries to eliminate avoidable blindness and promote equality for people with disabilities. 

 

Principal accountabilities: 

• Develop briefs for high value cash appeals and supporter care mailings. 

• Work closely with creative agencies, database teams and supporter care teams to 
develop appeals and supporter care pieces that update donors on how their 
contributions underpin the work of Sightsavers Ireland.  
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• Respond to calls, emails, and queries from current and prospective donors, 
answering all queries in a timely fashion and arranging follow ups as needed. 

• Work closely with supporter care on a range of activities including incoming post, 
acknowledgements, and customer service. 

• Coordinate the transfer of files with key partners to support the execution of 
fundraising appeals. 

• Actively call prospective donors to recruit them into Sightsavers’ various events and 
campaigns. 

• Provide support in the implementation of engagement campaigns such as the World 
Sight Day Abseil and Bright for Sight. 

• Identify and research prospective corporate organisations, major donors and 
trusts/foundations.  

• Contribute to the maintenance of Sightsavers Ireland database, ensuring all 
information is accurate.  

 
The principal 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. 
 
 
Jobholder entry requirements - the essential knowledge, skills and behaviours 
required  
Knowledge (education and related experience) and Skills (special training or 
competence): 
 

• Second level qualification (degree).  

• High degree of initiative, flexibility and creativity. 

• Outstanding interpersonal and communication skills.                       

• Strong analytical skills. 

• Customer orientated and excellent communication skills. 

• Professional approach in all areas of work and committed to personal development.  

• Strong commitment to teamwork. 

• Fluent English: written and spoken.   

• Full working rights in Ireland.  

• Belief in the vision and mission of Sightsavers.    

• Ability to work on own initiative and as part of a team. 

• Solution-driven.  

 
 

 
Date as of: February 2021 
 
 


