
 
 

 

Fundraising & Communications Manager 
 

JOB DESCRIPTION 
 
 

Accountable to: Director 
 
Hours:  5 full days per week, normally worked from 8.30am to 4.30pm, between 

Monday and Saturday. Some evening and weekend work may be required – 
e.g. for events.  

 
Salary/Terms: This role can be offered as either a “live-in” or “live-out” position. The “live-

in” option involves being an active member of the Lee Abbey London 
residential Community and the remuneration includes full board and lodging, 
utilities, internet, Council Tax and an allowance of £9,565 per annum.  

 
 The “live-out” option offers a salary of £30,750 per annum. 
    

The position is offered on a 3-year fixed-term contract with a 6-month 
probationary period. 

 
Overview 
You will be joining Lee Abbey London at a crucial time in our history. The Coronavirus epidemic is 
perhaps the greatest challenge that Lee Abbey London has faced. Although we have a plan in place to 
get through these challenges, this has come at some cost.  In particular we face the task of continuing 
our ministry to international students with reduced people resources, and depleted financial reserves. 
 
Prior to the coronavirus crisis, Lee Abbey London had begun a campaign to raise £3 million pounds for 
essential building renovation and projects. Although we have been successful in some grant 
applications, and we have the support of the Lee Abbey Movement, there is still a long way to go to 
reach our goals.  
 
An essential part of our strategy will be our communication with our stakeholders and supporters. It 
is therefore essential that you coordinate, develop and deliver a communications strategy that 
embraces our social media platforms and website, and develops our network of former residents and 
community members.  
 
Working as a senior member of staff and supporting Lee Abbey London’s community ministry of 
hospitality and outreach to international students, your fundraising activity will be broad in nature 
including direct marketing, preparing and submitting applications to grant Trusts and Foundations, 
corporate supporters, other charitable entities, online fundraising, 'Alumni” supporters and 
fundraising events. 
 
Context 
Lee Abbey London was established in 1964 as a hall of residence for international students, staffed by 
a residential Christian Community who seek through their daily work, worship and lifestyle to 
“communicate Christ through relationships”.  Lee Abbey London is part of the wider Lee Abbey 
Movement and is home to an international and ecumenical Christian Community drawn from many 
traditions and backgrounds. 



 
 

 
Our lifestyle as a Community focuses on the following areas: 

• Daily corporate worship and prayer 
• Discipleship of Community Members 
• Hospitality to students and guests 
• Friendship Evangelism and  living “Missionally” 

 
In addition to the residential community, some senior members of staff live locally but join us in our 
work and ministry.  All senior staff (residential and live out) help to provide spiritual leadership and 
participate in the discipling of community members. It is a genuine occupational requirement that all 
senior staff are Christians and have an active and sincere faith in Jesus Christ. 
 
A satisfactory Disclosure & Barring Service (DBS) check is required prior to confirmation of appointment. 
 
Tasks / Areas of Responsibility 
 
Fundraising 

• Take responsibility for developing and implementing a fundraising strategy to reach the 
target of raising £3 million for our “build the future” fund, 

• Meet agreed fundraising targets for the 6 and 12 month points, 
• Implement a rolling programme of submissions to Trusts and Foundations and other 

charitable entities for project / ministry grants, 
• Write and implement funding proposals as required, 
• Develop and maintain key contacts for all relationships, 
• Take daily responsibility for the generation and administration of individual donations, 
• Take responsibility for updating and maintaining  the fundraising database, 
• Take responsibility for the Alumni database and organisation of Alumni events/ campaigns in 

support of fundraising goals, 
• Maintain and work to an accurate personal work-plan of scheduled fundraising activity and 

proposal submissions and ensure timely and accurate reporting, 
• Respond to inbound communications about fundraising as appropriate. 

Communications 
• Identify  appropriate and innovative marketing opportunities to raise the profile of Lee Abbey 

London with supporters, students and within UK churches and University Christian Unions 
• Developing promotional campaigns for our student accommodation and also promoting our 

Christian community opportunities 
• Use and develop the Lee Abbey London website and social media channels to actively promote 

Lee Abbey London on a daily basis.  
• Proofing and writing web and print content (e.g. articles for the Lee Abbey “Rapport” magazine) 
• Refreshing content and pictures on the Lee Abbey London website and social media sites as 

appropriate 
• Writing and producing email newsletters, print brochures and publicity, and attending exhibitions 

and events. 
• Link in with and maintain strong connections with the wider Lee Abbey Movement – e.g. to ensure 

that visitors to Lee Abbey Devon are aware of the work, ministry and opportunities that Lee Abbey 
London provides. 
 

 
 

 



 
 

 
PERSON SPECIFICATION 

 
The requirements listed below are representative of the knowledge, skill, and/or abilities required: 
 
• Excellent organisational skills, including the ability to multitask and deal with several different 

events / projects at the same time 
• Successful fundraising track-record 
• Experience of fundraising from Trusts, Foundations or other sources 
• Proficiency in all social media platforms, and experience in using these effectively in marketing 

campaigns 
• Good working knowledge of Wordpress 
• Graphic design skills would be desirable 
• Excellent research skills 
• High level of self-motivation and experience of working under one’s own initiative 
• Ability to establish rapport with people at all working levels 
• Experience of working to exacting deadlines 
• Education to degree level or equivalent  
• Ability to work  alongside Lee Abbey London colleagues to meet shared objectives 
• Excellent IT skills, including Word, Excel, PowerPoint.  Experience of Client Relationship 

Management databases is desirable 
• Able to make successful presentations to potential donors using a variety of presentation 

techniques,  
• Ability and willingness to work some unsociable hours (evenings/weekends)  
• Designated as a Genuine Occupational Requirement under the Employment Equality (Religion or 

Belief) Regulations 2003.  You must be able to demonstrate commitment to Lee Abbey London’s 
Christian beliefs, values and standards. 

 
  



 
 

 
(LIVE-IN OPTION):      TERMS AND CONDITIONS OF SERVICE  

  
Anyone who joins the residential Community at Lee Abbey London should feel called by God to join 
Lee Abbey London’s lifestyle, work and ministry. You will be a Christian, accepting Jesus Christ as 
Saviour and Lord.  You need to be eager to participate in our worship, be ready to welcome and serve 
the students in the house and be prepared to witness to your faith in Jesus by your life and work. We 
are an acknowledged Community in the Church of England who welcome people from other Christian 
denominations to work and worship with us.   
 
If you are accepted for membership of the Community, you will be asked on arrival to affirm before 
the Community your personal faith in Jesus Christ and your desire through prayer, study and service 
to seek a deep and mature faith; to understand that your mind, your time, your talents, your 
possessions and all your relationships are to be surrendered to Christ as Lord; and to promise to be 
loyal to the Community in its aims, its work, its standards of behaviour and its disciplines. 
 
 
 

1. Allowances: 
Your Community allowance is £9,586 per annum. Allowances are reviewed in May each year. 
Accommodation, meals, utilities (incl phone line and broadband) and Council Tax are provided/paid for by 
Lee Abbey London.  
 
Suitable accommodation will be provided according to need. Due to accommodation limitations, 
preference may be given to single applicants. 
 
Where appropriate your spouse may be invited to apply for community membership as a “community 
volunteer”. Should they prefer to pursue a career outside of Lee Abbey, they would be invited to become 
an “Associate Community Member”.  
 
It should not be assumed that a paid position within Lee Abbey for your spouse will be offered at any point. 
For spouses who pursue employment outside of Lee Abbey or choose not to be a member of Community, 
a financial contribution towards food/living costs may be required.  
  
2.  Working Pattern: 
The working week consists of five full days on a rota system that may include weekends. Days off vary from 
week to week and you should not expect to receive the same day off each week. 
 
Due to the nature of the position working hours are variable – however it is expected that the working 
week will be not less than 35 hours.  All community members should expect to engage in between 2 and 3 
extra evening activities each week in support of Lee Abbey London’s ministry. 
 
Community Membership at Lee Abbey is essentially a way of life, and does not include work for which hourly 
rates of pay would be applicable. Your times of work may vary according to the particular needs of the 
Community at any given time. 
 
It will be necessary for you to work on bank/public holidays as required; these are considered to be part of 
your normal working week and do not attract any additional payment. 
 
3. Duty Person (On-Call) Duties 
Senior members of Community take turns to be on call for a 24 hour period on a rota system, to deal with 
any emergencies that may occur.   On these occasions you will need to remain within the building or 
arrange another Duty Person to cover if you need to go out. 



 
 

 
It is expected that you would have between 4 and 5 Duty Person duties per month, including at least one 
weekend duty. 
 
4. Pension Arrangements: 
You will have the option to enrol into a Church Workers Pension Fund scheme. Employees contributions 
are 4% of salary, employers contributions are 14%. 
 
All Community members are covered by Lee Abbey for death in service. This is at the rate of £50,000. 
 
5. Holidays 
You will be entitled to 30 days holiday per annum, which includes Public Holidays. 
  
6. Probationary period & Notice 

After an initial probationary period of six months when the period of notice on either side is one week, 
the period of notice will be two months on either side.    
 
7. Reviews 

You will have a review of your performance after six months in post and thereafter at regular intervals.  
 
 
 

 
  



 
 

(LIVE OUT OPTION):        TERMS AND CONDITIONS OF SERVICE 
 
This is a senior position supporting the Christian work and ministry of Lee Abbey London. While this 
option does not require residential community membership, it is expected that you will participate 
as much as possible in events and activities supporting our Christian outreach. Consequently, it is a 
genuine occupational requirement that you be a Christian and an active member of a Christian 
Church. 
 
1. Salary 

This position is offered on a salary of £30,750 per annum. 
 
2. Working Pattern 

The working week consists of five full work days each week.  Non-residential staff often work Monday-
Friday but may be required to work evenings or on weekends. 
 
Your normal work hours are 8.30am - 4.30pm which includes a 1-hour lunch break. There is a 20 
minute tea break in the morning.  
 
3. Pension Arrangements 

In accordance with Auto Enrolment regulations, you will be enrolled into a Church Workers Pension 
Fund scheme unless you choose to opt out, with both employees’ and employer’s contributions set at 
4% of salary. 
 
All Community members are covered by Lee Abbey for death in service. This is at the rate of £50,000. 

 
4. Holidays 

You are entitled to 25 days paid holiday each year, plus the statutory bank holidays.  If you are required 
to work on a bank holiday you will receive a day off in lieu. 
 
5. Probationary period & Notice 

After an initial probationary period of six months when the period of notice on either side is one week, 
the period of notice will be two months on either side.    
 
6. Reviews 

You will have a review of your performance after six months in post and thereafter at regular intervals.  
 
 
 
 
 
 
 
 
 
 
 


