
VOLUNTEER ROLE DESCRIPTION
ROLE TITLE: Community and Events Fundraising Admin Volunteer		

LAST UPDATED: March 2026


1. MAIN PURPOSE OF ROLE

As a Fundraising Events Admin Volunteer, you will support our team so they can focus on generating the funds needed to help those with suicidal thoughts to get help when they need it most. You will support our team by managing supporter enquiries, sending out fundraising materials, and providing other ad hoc support to the team as directed. 


2. POSITION AND SUPPORT IN ORGANISATION
Accountable to: Senior Events Fundraiser
Accountable for: N/A
Liaises with: Community and Events Team
Works within a team of: Community and Events Team


3. KEY RESPONSIBILITIES
· Managing supporter enquiries via email/phone
· Support with event planning, research and logistics
· Creating social media content and providing general marketing support
· Support with moderating Facebook groups and our Discord server (training will be provided)
· Assist with researching new content creators we could partner with for our events
· Help with email stewardship, and responding to enquiries in the inbox
· Writing and sending thank you cards
· Sending out fundraising materials
· Providing other ad hoc support to the team as directed


4. KEY GENERAL RESPONSIBILITIES OF A COMMUNITY AND EVENTS FUNDRAISING ADMIN OFFICER

· To support the Community and Events team to help us deliver our successful fundraising events and stewardship. 
· To support our do your own thing (DYOT) and events fundraisers. DYOT fundraisers are individuals who have chosen to independently organise their own fundraising activity for Samaritans – everything from bake sales and coffee mornings, to runs, skydives and treks.
· To support our Third-Party Events (TPE) fundraisers, taking part in events like London Marathon, Great North Run and Paris Marathon. 
· To support our Mass Participation fundraisers who take part in primarily virtual events, such as Dawn Walk and our Dog Walking Challenge. 
· To support with moderation and creating content to make our Stream for Samaritans, Discord server a warm and welcoming place.
· Along with the supporter care of fundraisers, this role will also include administrative responsibilities and processes.


5. QUALITIES & EXPERIENCE
· A passion for community and events fundraising
· Excellent verbal and written communication skills
· Excellent organisation skills and attention to detail
· Ability to work under own initiative
· Good IT skills – competent at Microsoft Word and Excel
· Good level of written and spoken English
· We’re looking for an enthusiastic individual, with a flexible can-do attitude
· A strong people person, able to develop relationships with a wide range of individuals and to convey to them the value of their support
· The ability to work effectively within a team
· Commitment to Samaritans’ ethos and work

6. LOCATION, TRAVEL & EXPENSES
· Thie role is home-based.
· All out of pocket expenses related to the role will be reimbursed in line with Samaritans Expenses Policy.

How much time is involved?
· Ideally we would like the successful candidate to support us one day a week, but we can be flexible with this depending on the work required within the team and the needs of the candidate.


7. BENEFITS
· Experience of volunteering within a busy events team within a large UK charity
· Developing strong communication skills working within a diverse network
· Regular supervisions with a designated line manager
· An insight into event marketing
· On the job training and any other relevant training will be provided


8. RECRUITMENT AND SELECTION PROCESS
· Interested volunteers can apply by completing the application form within the set deadline.
· A meeting or interview will be held at which the volunteer’s suitability for the role will be considered in greater detail
· Volunteers will receive a thorough induction, including the Samaritans Volunteer Handbook, which outlines the policies and procedures relevant to this role, along with a commitment to adhere to our Volunteer Agreement.
· This role will require a basic DBS check.

Any changes to this Role Description can only be done in consultation with the Volunteering Team at General Office.
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