
National Churches Trust 

 

Events Officer  

Salary:   £18,000 - £24,000 per annum 

  

Duration:   Permanent 

 

Hours of Work:  Full-time (35 hour week) / flexible working will be considered 

  

Terms and  

Conditions:  6 months probationary period 

 

   25 days paid holiday 

    

   Pension contribution  

    

   Childcare vouchers 

 

Location:   Westminster  

 

Reports to:   Fundraising Manager  

 

 

 

Introduction 

The National Churches Trust supports and promotes church buildings of historic, architectural 

and community value. We are the independent, UK-wide charity supporting churches, chapels 

and meeting houses of all Christian denominations.  

 

Places of worship are an integral part of our nation’s architectural heritage and play a vital part 

in building and sustaining local communities. Church buildings are valued for many reasons. 

Where one finds solace, another finds inspirational architecture. Some churches provide poignant 

family memories, while others are commended for their presence in the community and the work 

they do in bringing local people together.  

 

Incredible work is done by volunteers up and down the country to preserve these buildings for 

future generations and ensure that they remain at the heart of their local community. The 

National Churches Trust is here to help them address the challenges and opportunities they face.  

Founded in 2007, the Trust is the successor to the Historic Churches Preservation Trust (HCPT), 

created in 1953.  

 

The aims of the National Churches Trust are:  

 

 to help maintain the UK’s heritage of church buildings and to enhance their ability to serve 

local communities  

 

 to promote the benefit to communities of church buildings and to inspire everyone to value 

and enjoy them.  

 

The Trust’s website www.nationalchurchestrust.org provides more information about the 

organisation and its work.  

 

 
 

http://www.nationalchurchestrust.org/
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Job description 

This is an important position within the National Churches Trust Fundraising team.  

The National Churches Trust has a Friends scheme, where interested individuals are recruited to 

pay an annual subscription to become a Friend. These supporters are committed to our work - 

the purpose of this role is to develop and encourage these relationships. We also have a cohort 

of donors (not all of whom are Friends) who have the potential to give significant gifts. Your role 

will be to ensure that all of these supporters feel connected to our work and are given the 

opportunity to interact more closely with us in a setting that suits them.  

Our work lends itself to interesting and varied events such as bespoke church tours, carol 

concerts and talks from celebrities and historians. Working with the Fundraising Manager you 

will need to devise and implement an exciting and varied programme of events to encourage 

these Friends and supporters to remain committed to and deepen their relationship with our 

work.  

You will need to ensure that the Friends and Events areas on our website are both up to date 

and engaging to potential supporters.   

You will also be the first point of call for all queries relating to events, ensuring excellent customer 

care and that our database (Raiser’s Edge) is kept up to date with all events administration. You 

will need to be proficient in Raiser’s Edge (or a similar system) as you will also need to produce 

analysis relating to events income, numbers of participants, Friends recruitment and major 

donations secured throughout the year.  

This role presents an exciting opportunity to work as part of a small but growing Fundraising 

team in a well-established charity.  

 

Key Internal relationships: 

Chief Executive, Fundraising team, Trustees, other team members. 

Key External relationships: 

Friends and donors, local churches trusts, volunteers  

 

 

Key Tasks 

 

 Plan, organise, publicise and execute events for Friends and other key stakeholders and 

prospects, including fundraising, networking and cultivation events and church tours 

 Ensure all event bookings and correspondence are acknowledged promptly and 

accurately; and promptly recorded on Raiser’s Edge 

 

 Ensure information for Friends and major donors on the Trust website is engaging, up 

to date and accurate 

 

 Research potential and current major donors and produce profiles for each 

 

 Work with the Chief Executive and Fundraising Manager to facilitate the delivery of a 

range of major donor cultivation activities encompassing mailings, face to face / event 

work and other initiatives 

 

 Organise receptions for, or meetings with, key individuals; including 

compiling guest lists, acting as main point of contact for RSVPs, liaising with 

external suppliers as required  
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 Write high quality invitations, follow up and thank you letters  

 

 Manage and update Raiser’s Edge with all relevant information and actions following 

any meetings or correspondence with these donors  

 

 Work alongside the Communications team to ensure effective marketing and promotion 

of the Friends programme and associated activities and events 

 

 To produce Board papers, management reports and updates on activity as required by 

the Fundraising Manager / Chief Executive 

 

 Undertake such other duties as reasonably requested by the Chief Executive. 

 

Person specification 
 

Qualifications 

Educated to degree level or equivalent qualification/experience  

Qualification or equivalent experience demonstrating proficiency of MS Office Applications 

(Word, PowerPoint, Excel, Access and Outlook) 

 

Knowledge 

Use and management of databases, ideally Raiser’s Edge 

 

Skills and Experience  

 

 Ideally at least a year’s fundraising experience  

 

 Proven track record of successful event management 

 

 Excellent presentation and interpersonal skills and the ability to communicate confidently, 

effectively and persuasively, both orally and in writing 

 

 Diplomatic, cooperative, energetic approach to work 

 

 Report writing experience 

 

 Excellent organisational and administrative skills and good attention to detail and 

accuracy with the ability to prioritise and work under pressure 

 

 Excellent IT and online skills, including experience of working with spreadsheets and 

databases 

 

 A self-starter able to work both on own initiative and also as part of a team 

 

 An interest in places of worship and/or heritage issues more generally 

 

 Ability to keep clear and effective records 

 

 Enthusiasm for the work and strategy of the National Churches Trust is an important 

element of the job. 

 

 

 

 

 



National Churches Trust 

 

Further information 

This is a full time post and the basic hours are 35 per week, although requests for flexible or 

part-time work are welcomed. It is based at the National Churches Trust’s offices in Westminster, 

but may also require travel elsewhere in the UK.  

 

It should be borne in mind that the National Churches Trust comprises a small staff, and you 

should be prepared to work as part of that team to ensure the delivery of the organisation’s 

operations and objectives.  

 

The Trust operates an auto enrolment pension scheme. The annual leave entitlement is 25 days, 

in addition to relevant national public holidays. Other general terms and conditions are set out 

in the staff handbook which is issued to all employees on appointment.  

 

This job description is intended as an outline indicator of general areas of activity and will be 

amended in the light of the changing needs of NCT. The job description is an operational 

document and does not form part of your contract of employment, and you may, from time to 

time, be expected to perform tasks not directly expressed in the job description.  This job 

description will be reviewed with the post holder at least annually as part of the appraisal 
process. 

 


