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Fundraising Manager 
Job Description and Responsibilities 

 
Reports to: Head of Membership and Individual Giving  

Direct Reports: None 

Indirect reports Agencies and suppliers 

Location of Role: Guildford Head Office with some travel to London Office 

Contract 

Salary 

Full-time 

Circa. £34,000 

 

 

Purpose of Role: 
This new role supports the Head of Membership and Individual Giving and wider team with the 

delivery of Cycling UK’s new and ambitious income generation strategy. This includes 

acquisition and retention of our 68,000 strong membership, as well as developing and 

increasing income opportunities and engagement from new and existing members, supporters 

and donors.   

Scope of Role: 
The Fundraising Manager will be responsible for managing marketing activity across 

membership, as well as supporting the development, implementation and evaluation of the 

wider individual giving strategy.  

 

This position offers the opportunity to be an integral part of a new team, and to make a real 

impact on the charity’s work. The role will be supported by a Fundraising Officer.  

 

Specific Duties: 
 

1. Day to day management of membership marketing activity across acquisition and 

retention. To manage campaigns across direct marketing, digital, advertising, events, 

telephone and print.  

 

2. To manage the development, implementation and marketing of individual fundraising 

activity including legacies, our annual raffle and regular giving.   

 

3. Work with the Head of Individual Giving and Membership Operations Manager to 

manage commercial and promotional partners; suppliers and agencies. 

 

4. Monitor and analyse membership and supporter statistics, insight and data to help 

inform evidence based decision making. Produce extracts and reports for colleagues 

when required. 

 

5. Responsibility for other Cycling UK commercial assets related to members and 

supporters, for example the Cyclists Welcome website and Cycling UK’s online shop.  
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6. Actively contribute, generate ideas, participate in and give feedback on the wider work 

of the Income Generation team and other Cycling UK colleagues where relevant.  

 

7. Support the Head of Individual Giving and Director of Income Generation with other 

projects and specific duties as required.  

 

8. Follow and monitor procedures to ensure compliance with data protection codes, 

financial data protection, accurate information provision and all other areas of 

compliance. 

 

9. To be an ambassador for Cycling UK at all times. 

 

10. To follow and abide by Cycling UK policies and procedures as detailed in the Staff 

Manual at all times including Health and Safety, Equal Opportunities and Confidentially. 

 

11. Other duties as may be specified by line managers and the senior management team 

from time to time. 

 

12. Some weekend and out of hours work may be necessary from time to time. 

 

 

This is a description of the job as it is presently constituted. It is the practice of Cycling UK to 

examine job descriptions from time to time and to update them to ensure they relate to the job 

as then being performed, or to incorporate whatever changes are being proposed.  This will be 

conducted in consultation with you. It is our aim to reach agreement on changes, but if 

agreement is not possible, Cycling UK reserves the right to insist on changes to your job 

description, after consultation with you. 

 

 

Job Holder:………………………………………………………………….. Date:…………………………… 

Line  Manager:……………………………………………………………. Date:………………………….. 

HR/Office Manager:……………………………………………………. Date:…………………………. 
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Fundraising Manager - Person Specification 
Cycling UK is fully committed to the principles of equality of opportunity and is responsible for 

ensuring that no job applicant, trustee, employee, volunteer or member receives less 

favourable treatment on the grounds of age, gender, disability, race, ethnic origin, nationality, 

colour, parental or marital status, pregnancy, religious belief, class or social background, 

sexuality or political belief. 

 

 Essential Desirable 

Qualifications Educated to degree level or equivalent Further fundraising or 

marketing qualification 

Experience/ 

Knowledge 

At least three years’ experience in fundraising 

or marketing within a charity or membership 

organisation. 

 

Used to managing agencies and suppliers 

 

Experience of working with a broad range of 

internal and external contacts. 

 

Good knowledge of data protection and GDPR 

regulations 

Experience in individual giving 

or legacy marketing 

 

Membership marketing 

experience 

 

Knowledge of the cycling 

sector 

 

Familiar with fundraising 

regulations / code of conduct 

 

Direct customer service 

 

 

 

Skills Strong written and oral communication skills 

 

Excellent copy writing and presentation skills 

 

Excellent digital marketing skills 

 

Strong organisational ability and able to 

prioritise work using own initiative 

 

Financially literate 

 

High levels of computer literacy to include MS 

Office, databases 

 

Ability to innovate and generate creative 

solutions to practical challenges 

 

Strong attention to detail 

 

Meeting targets and deadlines 

 

Proven ability to work co-operatively with 

others 
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Personal Relationship builder both internally and 

externally 

 

High levels of initiative and able to work 

independently, but with the ability to work as 

part of a team 

 

A can-do, hands-on attitude to work, 

concentrating on solutions rather than 

focussing on difficulties 

 

A supportive and collaborative colleague 

 

Other Supporter of the aims and objectives of Cycling 

UK  

Enjoys cycling  

 

 
 
 
 

Job Holder:………………………………………………………………….. Date:…………………………… 

Line  Manager:……………………………………………………………. Date:………………………….. 

HR/Office Manager:……………………………………………………. Date:…………………………. 

  


