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Job Description  
Job Title  Supporter Care Administrator (fixed term for 12 months) 
Salary Band  £16,380 per annum (equivalent to the Real Living Wage)  
Responsible to Supporter Care Coordinator  
Hours   35 hours per week (job share considered)  
Location  Stroud, Gloucestershire   
 
About the charity 
There are as many as 500,000 people in the UK today who have had meningitis and every 
year more than 8,000 babies, children and adults contract either bacterial or viral meningitis. 
1 in 10 who contract bacterial meningitis sadly die, and a further 1 in 3 are left with lifelong 
after-effects.  
             
Meningitis Now is a bold, brave and influential charity making a real difference in the UK. With 
our beneficiaries and supporters at the heart of everything we do, our vision is simple – a 
future where no one loses their life to meningitis in the UK and everyone affected gets the 
support they need to rebuild their lives.  
 
The people we help every day and those who support us in return, inspire us to provide the 
best supporter care that we can, which is why we are committed to putting our supporters first 
and ensure anyone who is in contact with Meningitis Now, feel engaged, respected and 
valued. To achieve this, we recognise the importance of excellent administration support and 
supporter care (internal and external). As part of the Supporter Care team, the Supporter Care 
Administrator’s role is critical in this.  
 
Job Purpose 
The post of Supporter Care Administrator is a 12 month fixed term contract, covering for 
maternity leave. The role is to provide comprehensive event administrative support across 
Meningitis Now’s portfolio of fundraising, parliamentary and internal staff events. 
 
Duties and Responsibilities 
Administration          

• Provide logistical support to the Events Team in the organisation and management of: 
o London Marathon (our largest fundraising event with an income target of circa 

£250k pa).  Including processing 100+ applications for our 80 Golden Bond 
places, managing the registration process for all participants including own-place 
runners, organising fundraising support for participants and making 
arrangements for the post-race reception  

o Three Peaks Challenge (Sept) – we arrange our own tailored Three Peaks 
Challenge twice a year (May & September), taking a maximum of 35 participants 
together with our amazing safety team. 

o Ride London – supporting the application process for our team of 50 cyclists 
and making arrangements for the post-race reception 

o Overseas event – for 2020/21 is yet to be confirmed 
Other administrative support for the Fundraising teams, may include filing, sending out 
mailings, making and answering telephone calls/enquiries and fulfilling 
supporter/enquirer requests to a high level of supporter care 

 

• Provide holiday cover for the Supporter Care Co-ordinator who provides event 
administration support for; London Landmarks Half Marathon, Three Peaks Challenge 
(May), Great North Run and our own local flagship event the Five Valleys Walk. 

• Project managing the House of Commons Working Group to deliver our annual 
parliamentary event at the House of Commons, which includes MPs, our ambassadors 
and invited guests 

• Working directly with the CEO to organise our internal “Quarterly Briefing” meetings (now 
only three times per year) for all 50+ staff.  The events are a mix of in-house and external 
venues, and often include team building and social activities. 
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• As part of the Supporter Care Team, other responsibilities include: 
o Completing the reconciliation process between third party online giving sites and 

our Salesforce database, including creating management reports for Finance   
o Providing reception support by greeting visitors and answering calls that come in 

through the main switchboard in a professional and courteous manner at all times 
o Providing despatch cover when needed, by managing the outgoing post, 

including franking daily correspondence and preparing larger consignments for 
courier collection       

  
Data Management 

• Maintain database records in accordance with all Salesforce and data protection 
policies, ensuring a high standard of accuracy at all times 

• Ensures accurate records kept of all fundraising information 
 
Other 

• The event administrators are encouraged to also attend the events over weekends and 
evenings, and a comprehensive TOIL (Time off in Lieu) policy applies as compensation  

• Ensure compliance with Meningitis Now policies and procedures in relation to 
fundraising administration  

• Undertake other work as required by Supporter Care Co-ordinator or Supporter Care 
Team Manager 

 
Relationships 
Internally 
 

• Works closely with the Fundraising events team and Communications Team 

• Works closely with other members of the Supporter Care and Finance Teams 

• Works closely with the CEO on internal staff events 

• Liaises with other Meningitis Now departments 
 
Externally 
Liaises with participants, supporters, suppliers, sponsors and volunteers, etc 
 
Personal Specification 
Essential experience 

• Excellent event organisational skills 

• High level of experience in an administrative role 

• Using a large customer database 
 
Essential knowledge 

• Word, Excel and Outlook 
 
Essential skills 

• Excellent interpersonal and communication skills 

• Good written, verbal and numeracy skills 

• Accuracy and attention to detail 

• Ability to multi task 

• Good team player 

• Excellent keyboard skills 

• Good standard of education 
 
Other requirements 

• Commitment to the goals and values of Meningitis Now 

• Some out of hours working, travel and attendance at appropriate events when required 
  


