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Job description
	Job title
	Supporter Engagement Executive

	Department/Team
	Marcomms & Supporter Engagement 

	Job Family
	PFE - Funding Partnership & Supporter Engagement
	Job Code
	PFE019

	Reporting to
	Supporter Care Manager 

	No. of direct reports
	N/A
	Budget holder responsibility
	N/A

	Location
	UK Head Office, Runway East, Kings Court, Parsonage Lane, Bath, BA1 1ER

Working days: Monday, Tuesday and Fridays (Mondays & Tuesdays in the office, Friday’s opportunity to work from home)

	Grade
	3



	Contract type
	Permanent- maternity cover contract
	Hours
	22.5 hrs pw



Role purpose

The Supporter Engagement Executive plays a key role in delivering exceptional service to supporters, donors, members and the wider public. This role is responsible for handling enquiries, processing donations, and stewarding supporters to ensure they feel valued, appreciated and inspired to continue their support. The role provides support to the wider Supporter Engagement team contributing to the achievement of Ripple Effect’s fundraising strategy. 


Key responsibilities

	Supporter experience & income generation 





	· Respond to supporter enquiries (via phone, mail and email) in an efficient and appropriate manner.
· Maintain supporter database records regarding the processing of donations, accurately and efficiently ensuring supporters are thanked within agreed timescales and procedures.
· Proactively contacting supporters to deliver an exceptional supporter experience and meet our thanking process requirements and income generation strategy. 
· Identify vulnerable circumstances with supporters.
· Ensure every interaction leaves supporters feeling valued and connected to Ripple Effect’s mission. 
· Produce thank‑you letters, Gift Aid acknowledgements and stewardship communications.
· Manage fulfilment of stewardship communications.  
· Work closely with wider Supporter Engagement team to ensure excellent supporter journeys.
· Assist with the organisation of supporter events, campaigns or mailings as required. 
· Identify opportunities to improve supporter experience, streamline processes and increase supporter loyalty.


	Data and reporting
	· Maintain accurate records of donors within the CRM system, adhering to legislation and best practice.
· Run and extract database reports.
· Processing supplier invoices, ensuring timely payments.
· Supporting with income and expenditure monitoring.
· Manage bank reconciliation process to align database details with cheques/cash received.
· Support data cleansing tasks and maintain up to date gift aid records. 
· Ensure compliance with GDPR and the Fundraising Regulator’s Code of Practice. 


	Other duties




	· Opening and franking post 
· Provide administrative support to the wider Supporter Engagement team.
· Ensure compliance with Ripple Effect policies and all relevant legislation.
· Represent the Supporter Engagement team at meetings and events when required.
· 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, such as but not limited to support to the wider fundraising and engagement team.




Safeguarding

At Ripple Effect, we are committed to creating a safe and rewarding environment 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:
· Experience in customer service, supporter care or administrative roles.
· Some knowledge of individual supporter fundraising within the charity sector. 
· Experience using CRM databases

Desirable:
· Knowledge of legislation around personal data management.   
· Experience working in a charity or nonprofit organisation.

Skills and attributes

Essential:
· Ability to use Word, Excel, PowerPoint and relational databases such as Raisers Edge.
· Excellent verbal and written communication skills. 
· Highly organised, with strong attention to detail and the ability to manage multiple priorities.
· Strong interpersonal skills and a warm, empathetic approach.
· Ability to handle sensitive information with discretion and professionalism.   
· Commitment to Ripple Effect’s mission.
· Commitment to uphold our 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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