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Job description	
	Job title
	Fundraising Intelligence Assistant 

	Department/Team
	Fundraising & Engagement/Income Generation and Engagement


	Job Family
	Programmatic Insight
	Job Code
	PGI006

	Reporting to
	Fundraising Intelligence Manager

	No. of direct reports
	None
	Budget holder responsibility 
	None

	Location
	UK – Hybrid working with the option to come into the central Bath office (minimum 1 day per month)

	Grade
	4



	Contract type
	Fixed Term – 8 months
	Hours
	22.5 hours (3 days per week)





Role purpose

The Fundraising Intelligence function supports effective fundraising by providing research and intelligence into funding opportunities. This helps to enhance and strengthen supporter relationships and help to reach income targets.

Working under the direction of the Fundraising Intelligence Manager, this role will help to support high-value fundraising activity, by assisting with research into potential prospects which could include Trusts and Foundations and Corporates as well as external networking events which will help to raise Ripple Effect’s profile and identify any new funding opportunities.





Key responsibilities

	Gathering and generating Fundraising intelligence and insight
	· Support the Fundraising Intelligence Manager to collate research and intelligence into philanthropy, corporate and trust & foundation fundraising opportunities. 

· Assist with weekly monitoring of agreed sources for funding opportunities and under the direction of the Fundraising Intelligence Manager undertake regular competitor and sector reviews to support the identification of new funding opportunities.

	Data analysis, reporting and planning 
	· Support the Fundraising Intelligence Manager by helping to manage incoming requests for research and the Fundraising Intelligence workplan.

· Support the Fundraising Intelligence Manager to make sure records specific to fundraising intelligence are always kept up to date and analyse data to identify trends and opportunities for fundraising.

· Help the Fundraising Intelligence Manager to prepare reports and briefings for senior management and fundraising teams, presenting information clearly and effectively. 

	Compliance with regulations
	· Support the Fundraising Intelligence Manager to ensure that fundraising intelligence work and particularly research and profiling activities remain compliant with Data Protection Regulation (GDPR) and in line with Ripple Effect’s privacy policy.


	Contribute to projects to support new business development

	· Assist with preparing research, insight and briefings for colleagues attending external meetings, events and conferences. 
· Under the direction of the Fundraising Intelligence Manager support projects related to new sources of funding. 



	Other duties

	· Ensure compliance with Ripple Effect policies and all relevant legislation. 
· Act at all times according to Ripple Effect’s values and in support of its Africa Forward Together approach. 
· To undertake other duties of a similar nature as reasonably required by the line manager.



Safeguarding

At Ripple Effect, we are committed to creating a safe and rewarding environments for all of our people, including staff, participants, partners, volunteers, children, and vulnerable adults. It is a shared responsibility to ensure that everyone is treated properly and protected from harm, exploitation, and abuse. To fulfil this commitment, we have established a robust Safeguarding Policy that everyone working with us is expected to follow, along with a confidential whistle-blowing procedure that allows individuals to raise any concerns they may have.

Person specification 
Experience and Knowledge
Essential:

1. Excellent organisational and time management skills, with the ability to support multiple pieces of work and manage competing priorities.
2. Good research and communication skills, with the ability to present information clearly.
3. Ability to investigate and synthesise information and data into relevant, user-friendly and concise formats.
4. Confident to work within a deadline driven environment, with the flexibility to prioritise a changing workload.
5. Good knowledge of Microsoft Office especially Excel, Teams, Outlook.
6. Excellent attention to detail with an organised and methodical approach. 


Desirable:
· Experience in working in a similar role
· Experience in working in a fundraising environment 
· Awareness of data protection, due-diligence practices and acceptance of funds.
· Awareness of fundraising or fundraising in international environments



Skills and Attributes
Essential:
1. Ability to handle sensitive and confidential information with discretion and exercise sound judgement.
2. Collaborative approach, anticipating team needs and managing priorities effectively, with good prioritisation skills.
3. Creative approach to undertaking research to ensure accurate and well-supported intelligence.
4. Ability to react to changing priorities and short deadlines, managing a complex workload of requests from different global stakeholders for information and/or research.
5. Good Information management and excellent administration and organisation
6. Commitment to Ripple Effect’s mission and values of integrity, accountability, and compassion.

Equal opportunities
Ripple Effect is dedicated to fostering an inclusive environment, and we welcome applications from all individuals, embracing diversity in all its forms.
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