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Job Description 

CHARITY SUPPORT OFFICER

	Key information

	Salary
	£26,000 pro rata

	Hours
	Minimum of 10 hours per week

	Location
	Office based in Daventry

	Line manager
	Chief Executive Officer (CEO)




About Harry’s Pals

Harry’s Pals is a registered charity based in Daventry providing vital emotional support to parents across the UK who have just received a diagnosis that their son or daughter has a severe disability or life-limiting illness.

Since launching in 2022, the charity has delivered life-changing support to families at one of the most challenging moments in their lives.

We have ambitious plans to grow our reach and impact over the coming years. This role will play an important part in supporting that growth and ensuring the charity operates effectively, professionally and sustainably.

We are seeking an organised, proactive and values-driven individual who is passionate about making a meaningful difference.

Main Purpose of the Role

The Charity Support Officer will work closely with the CEO to support the delivery of the charity’s strategic and operational objectives.

The role provides essential administrative, fundraising and governance support, helping to ensure the smooth running of the organisation while contributing to its growth, profile and sustainability.

Key Responsibilities

· Provide high-quality administrative support to the CEO and the charity.
· Support the planning and delivery of fundraising activities, including coordinating events and assisting with donor stewardship.
· Assist with identifying funding opportunities and supporting the preparation of grant applications and reports.
· Support the CEO in expanding and maintaining the charity’s network of supporters and partners.
· Draft Trustee meeting agendas and accurately record minutes.
· Maintain and update charity records, databases and filing systems in line with GDPR requirements.
· Maintaining policies and procedures, ensuring that documentation is up to date.
· Support impact monitoring and the preparation of reports for Trustees and funders.
· Assist with profile-raising activity, including website updates, newsletters and media campaigns across a range of channels.
· Support compliance with safeguarding, confidentiality, data protection and Charity Commission requirements.
· Contribute to the effective day-to-day running and continued development of the charity.

Occasional flexibility may be required to support fundraising events outside normal office hours (with time off in lieu).

Person Specification

Essential Skills and Experience

· Excellent organisational and administrative skills with strong attention to detail.
· Strong written communication skills with experience producing high-quality documents.
· Excellent interpersonal skills and the ability to liaise confidently with a wide range of stakeholders.
· Ability to manage multiple tasks and prioritise effectively.
· Proactive, self-motivated and able to work independently.
· Professional and sensitive approach when handling confidential information.
· Strong IT skills, including Microsoft Office (Word, Excel, PowerPoint) and Google Workspace (Docs, Sheets, Slides).
· A UK driving licence.

Desirable
· Experience within a charity or fundraising environment.
· Experience supporting grant applications or impact reporting.
· An administration or fundraising qualification.
· Understanding of safeguarding and data protection principles.
· Experience of organising and supporting events.



Safeguarding and Compliance
Harry’s Pals is committed to safeguarding and promoting the welfare of children and vulnerable families. The successful candidate will be expected to uphold the charity’s safeguarding and data protection policies. 

Equality, Diversity and Inclusion
Harry’s Pals is committed to creating an inclusive environment and welcomes applications from individuals of all backgrounds, communities and experiences.

What We’re Looking For
Above all, we are seeking someone who genuinely cares about the difference they can make. This is a small but ambitious charity where every role has real impact. The successful candidate will share our commitment to supporting families with compassion, professionalism and integrity.

To apply please email Hayley@harryspals.org with your CV and a cover letter explaining why you would make a great addition to our team.

Please apply by Monday 6th April
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