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BRIGHTON & HOVE MUSEUMS
JOB DESCRIPTION

	Job Title:

	Fundraising Officer 

	Reports to:

	Head of Fundraising

	Date written:
	August 2026


Purpose of the Job

Reporting to the Head of Fundraising, the Fundraising Officer will be responsible for supporting the smooth running of the fundraising team, helping to grow our existing supporter base and driving engagement, loyalty and income.  You will have responsibility for providing support to the wider fundraising team whilst managing a small portfolio of supporters. 
Day to day activities will include developing and stewarding lasting relationships with businesses and supporters, ensuring excellent supporter experiences.  You will support the delivery of agreed partnership activities and individual account development plans, working with colleagues from different teams as well as with external stakeholders.  You will support the fundraising team to deliver an engaging programme of supporter events through the year, including networking events and private views.  You will also support with the production and delivery of e newsletters and fundraising marketing and website content.

Principal Accountabilities

1. To be an active member of the Fundraising Team contributing to achieving financial targets and providing reports and updates as required. 

2. Support the management of relationships with key supporters, coordinating meetings, activity plans and partnership management. 
3. Representing the organisation by attending networking events, building community relationships and attending funder meetings.

4. To support the Fundraising Team in co-ordinating, organising and delivering supporter events, e.g. patrons and members events, networking events and corporate volunteering. This includes event planning, managing guest lists, supporting the logistical arrangements of putting on the event and attending events which are sometimes out of normal work hours.

5. Build positive relationships with funders, donors, and local businesses, acting as a key point of contact.

6. Research and identify potential funders that align with B&HM mission and programmes, by areas of work or fundraising proposition, to develop a sustainable fundraising pipeline.

7. Ensure fundraising records are kept up to date and clean in compliance with GDPR legislation.
8. To support the fundraising team in thanking and banking donations so supporters are promptly thanked in the most appropriate way. 

9. To support the team in the writing, design and distribution of a regular e-newsletter for members and supporters and other fundraising materials, including fundraising appeals and messaging.

10.  To undertake work to increase awareness of our work and our supporter base.  
General Accountabilities

To develop practices within B&HM that uphold and develop the principles of B&HM’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.

To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety and safeguarding of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.

All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 

Every member of staff will work as one team looking after five sites and three gardens. They will:

•
Be visitor focused and business-like.

•
Be a great museum professional.

•
Always be listening and learning.

•
Be an ambassador for BHM.

Your duties will be as set out in the above job description but please note that the Trust reserves the right to update your job description, from time to time, to reflect changes in, or to, your job. 

You will be consulted about any proposed changes.

PERSON SPECIFICATION

	Job Title:

	Fundraising Officer

	Reports to:

	Head of Fundraising

	Date written:
	August 2026


Essential Criteria

	Job-related Education, Qualifications and Knowledge
	· Educated to NVQ level 3 or equivalent  

· Good knowledge of Charity Legislation 

· A general understanding of fundraising communications and activities used by charities to support campaigns, recruit and steward supporters 



	Experience
	· Proven experience of working in a charitable fundraising environment
· Proven experience in account management, including building and maintaining strong relationships. 

· Proven experience in managing events and a demonstrable track record of meeting fundraising or business income targets.

· Experience of using Dot Digital/Mailchimp or similar.

· Demonstrable experience of using databases, in particular fundraising and/or membership CRM systems (ideally Spektrix, but other systems experience would also be beneficial)
Desirable

· Experience of working in a busy fundraising environment

· Experience of keeping up to date with and applying Fundraising best practice in your role

· Experience working in a heritage environment/ interest in museums and history



	Skills and Abilities
	· A self-motivated, energetic, and passionate approach to delivering excellent supporter experiences.
· A natural talent for networking and the ability to inspire passion in others.
· A flexible, can-do attitude to some evening and weekend working as the needs of the role requires.

· Good IT skills and proficient in the use of Microsoft Office, including Word, Powerpoint, Excel and Outlook.


	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with B&HM’s Equalities Policy.

	Other Requirements
	· Flexible approach to work

· Ability to demonstrate excellent numerical and verbal and 
written communication skills and good financial awareness.

· Knowledge of Health and Safety issues, such as risk assessments and the implementation of good Health & Safety practice.
· Able to work outside normal working hours as required.


