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JOB DESCRIPTION

	Role:
	Supporter Care Administrator 

	Reporting to: 
	Supporter Care and Data Lead

	Direct Reports:
	N/A

	Liaises with:
	Supporter Care & Data Team, Fundraising Team, Finance Team

	Salary Scale:
	[bookmark: _Hlk106622939]Pay Points 24-25 [£23,246.07 - £24,764.29] 

	Hours:
	35 hours per week 

	Location:
	Head Office, Belfast (Hybrid Working)

	Date:
	June 2026



Cancer Fund for Children’s mission is to ensure that no child or young person across the island of Ireland has to face cancer alone. The charity has over 30 years’ experience delivering support and services to children, teenagers and young adults living with cancer and their families. 

Our aim is to connect, empower and strengthen children and young people and their families so they are better equipped to deal with the impact of cancer. We do this by providing emotional and social support in the family home, in communities across Ireland, on the hospital ward and at our therapeutic short break centre.

This is an exciting time to join Cancer Fund for Children as we embark on a new organisational strategy and strive to our reach and engagement in communities across the island of Ireland.

Role Overview

Our Supporter Care and Data Team are a dedicated group of professionals driven by a common purpose. We come together with diverse skills, backgrounds, and experiences, united in our commitment to deliver an excellent standard of supporter care and making a positive difference in the lives of children and families affected by cancer.

The post holder will be responsible for administering donations to Cancer Fund for Children within specified turnaround times and to provide an efficient supporter care function, with the aim of maximising the lifetime value of the supporter. The post holder will join a team who are dedicated to building and sustaining meaningful relationships with our supporters, they will strive to provide exceptional supporter care by utilising accurate and reliable data, while adhering to best practice on data protection. They will be a key point of contact for all supporter-related inquiries, requests, and concerns. This role requires excellent interpersonal skills, attention to detail, and an enthusiasm for making a difference in the lives of others.


1. Main Duties:
1.1 Supporter Care Administration
· Accurately enter and process all donations (cash, credit/debit card, bank transfers, online giving, Direct Debits, Payroll Giving) on the CRM database ready for lodgement. This is to be completed expediently whilst ensuring the highest levels of accuracy, timely thanking and receipting of all donations. 
· To ensure all activity is carried out in full compliance with Cancer Fund for Children financial policies.
· Liaise with the Fundraising Team and Finance Team to ensure all donations are correctly coded on the CRM database for Account IQ.
· To complete notes section on CRM database to alert colleagues of required actions.
· To undertake Supporter Care Outbound calls and record on CRM database.
· To ensure that all supporter concerns/feedback are dealt with efficiently and effectively.
· To take ownership of the role and to ensure any problems/issues are highlighted immediately to the Supporter Care and Data Lead and/or Supporter Care & Data Optimisation Manager.

1.2 Direct Debits
· Making welcome calls to new supporters and sending welcome packs in the post/online.
· Data entry/importing of Direct Debits.
Ensure all Direct Debit mandates are received and entered onto the CRM database and Access PaySuite platform within the required timeframe, and that any cancellations or amendments are promptly updated across systems.

1.3 HMRC Gift Aid and Revenue Tax Efficient Giving Scheme
· To assist the Supporter Care & Data Lead in compiling HMRC Gift Aid and Revenue Tax Efficient Giving Scheme claims.
· Liaise with the Supporter Care & Data Lead and the Finance Team to ensure all claims are in line with HMRC and Revenue regulations.

1.4 Data Quality & Integrity

· Database maintenance, regular cleansing and updating of supporter records ensuring accurate and current information is available. 
· To support the on-going development of CRM database to ensure it is sufficiently robust to meet the growing demands of the department.

1.5 Administrative Duties
· To support the wider Fundraising Team in preparing and distributing campaign packs
· To offer additional administrative support to the wider Fundraising Team

1.6 General

· Telephone, reception, and general administrative duties, as required.
· Undertake specific project work as assigned by the Supporter Care and Data Lead and/or Supporter Care & Data Optimisation Manager.
· To be available for ongoing professional development/training opportunities.
· To represent Cancer Fund for Children as directed by the Supporter Care and Data Lead and/or Supporter Care & Data Optimisation Manager in line with Cancer Fund for Children’s values.
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