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Job Description – Fundraiser 

This job description describes the principal duties of the post and does not preclude other duties 
which are necessary for the efficient operation of the charity in meeting its objectives. It is current 
at the date shown above. In consultation with you, it is liable to variation by the organisation to 
reflect actual, contemplated, or proposed changes in, or to the role. 

 
Post Title: Fundraiser 

Location: In the office, some off-site activities and occasionally on-water activity 

Reports to: Chief Executive 

Term: Full Time 

Hours: 40 Hours a week flexible 

Salary: Negotiable depending on experience 

Notes: Horizons would be willing to discuss the possibility of assisting a suitable candidate to 
join a degree apprenticeship scheme if they are keen to pursue a career in fundraising 
or associated areas. 

Background 

Horizons (Plymouth) is a Charitable Company Limited by Guarantee and has been registered with 
the Charity Commission since 1994 and has an annual expenditure of around £120,000. 

Our aim is to provide children from the inner-city communities of Plymouth, learning and 
educational opportunities through sailing.  We particularly aim to support children with disabilities 
or children who have experienced disadvantage or deprivation.  Our activities aim to increase self-
confidence and improve social and practical skills, through water-based pursuits, that would 
normally be beyond the means of these children. 

We operate with a core of three professional staff, together with a large group of adult volunteers. 
Every year we run over 3,000 individual sessions, involving hundreds of young people aged 8 to 19 
years. Our activities include: 

• Sailing experience and boat trips for children of all abilities. 

• Sailing instruction and training to young people of all abilities. 

• Creation and use of relevant educational material. 

• Training for adult volunteers. 

• Practical boat operation, maintenance, navigation and instruction through our sea-school 
activity. 

• Social and educational events for our members. 
 
Organisational structure 

The Fundraiser is responsible for all fundraising activities of Horizons to keep the charity viable.  They 
report to the Chief Executive directly, and form part of a small, friendly, and collaborative team. The 
Fundraiser will liaise with, coordinate, and oversee volunteers, primarily for any fundraising activity. 
Practical sailing or powerboating qualifications and or experience would be a bonus, but this is not a 
necessity. 
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Primary Role & Responsibilities 

The Fundraiser is responsible for developing both the client base and building the business case to 
ensure the continued growth, security, and long-term viability of Horizons, through fundraising 
activity and promoting the interests and ethics of the charity.   This role will encompass some core 
office-based functions, including, but not limited to, data collection and evaluation used to help 
Horizons meet its aims and objectives, effective record-keeping and creating a welcoming 
environment for potential funders and clients. The fundraiser will develop new and creative 
opportunities and seek innovative pathways for funding growth which may require activity outside of 
the office environment, operating within the community. 

The Fundraiser will maintain, and further develop, a portfolio of existing and potential benefactors, 
funders, supporters, and clients. They will also provide coordination, direction and support to the 
volunteers and all persons participating in Horizons’ activities. It is highly desirable that the 
fundraiser spends some time engaged in on-water activity to develop their knowledge about the 
ethos and value of the work of Horizons, to effectively convey this appropriately to our supporters, 
funders and other clients, including the recruitment, care and retention of volunteers, strengthening 
the connection between community and charity from all perspectives. 

The fundraiser will seek and identify appropriate funding streams, locally, nationally and (where 
appropriate) internationally, as well as other sources of income such as fundraising events 
throughout the year, to sustain Horizons across its many areas of expenditure.  It is essential that the 
fundraiser understands areas of cost to the charity and what funding sources might support those 
costs, working closely with the Chief Executive, staff and Trustees, to prepare and plan for such 
upcoming expenses. 

The fundraiser will liaise directly with staff, Trustees and other authorities, to ensure fundraising 
financial matters are kept up to date with legislation, and to ensure the charity meets its contractual 
obligations on any successful funding applications.  The fundraiser will also manage Gift Aid records 
and claims. 

The fundraiser will promote the activities of Horizons amongst local schools and other appropriate 
organisations, to widen the reach of the charity, including promotion of sailing programmes, through 
the Horizons Sea School. 
 
Financial Delegation 

There will be some handling of money, including the collection of donation boxes and any other 
moneys gathered during fundraising activities.  Other spending is authorised via the Chief Executive 
and Trustees. 

 
General Information 
 
Equal Opportunities 

The responsibility for implementing equal opportunities is shared by all involved with Horizons.  All 
members of Horizons’ staff have a shared responsibility to ensure that the working environment is 
free from harassment or discrimination and that the dignity of others is respected. Every member of 
staff will ensure that their own conduct does not cause offence and will actively discourage others 
from harassing or discriminating against others. 
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Health and Safety 

All members of Horizons’ staff recognise and accept that they have a duty to take reasonable care 
for their own health and safety and that of others who may be affected by their acts or omissions. 
All members of staff have a duty to ensure that activities taking place in their area of responsibility 
conform to the relevant instructions and legislation, in particular that boats and equipment (sailing 
and non-sailing) are in a safe condition. 

 
Personnel Management 

All members of Horizons’ staff are responsible for ensuring that the personnel standards and 
procedures prescribed by Horizons are applied effectively and that prompt action is taken in the 
event of any incident or accident. 

 
Training and Development 

All members of Horizons’ staff are responsible for ensuring that training needs of all staff and 
volunteers are identified and agreed with the Horizons’ Trustees and reviewed annually. 

 
Terms of Reference/Instructions/Objectives/Policies 

All members of Horizons’ staff are to familiarise themselves with the roles of colleagues, as well as 
all relevant RYA Training Guidance and Training Notices and the Horizons’ Policies and Procedures - 
and to propose amendments when required to the Horizons’ Trustees. 

 
Review 

This job description will be reviewed annually by the Board of Trustees. 
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