
ADDENBROOKES CHARITABLE TRUST 

JOB DESCRIPTION  

 

Job Title:    Philanthropy Team and Events Assistant 
 
Hours:     Full time, 37.5 hours per week 
     Part time hours also considered 
  
Term:     Permanent   
 
Reports to:    Special Events Manager 
 
Salary: £26,000.00 - £28,000.00 per annum  

(depending on skills and experience) 
 

Location:    Cambridge (minimum of 3 days in the office) 
 
Who are Addenbrooke’s Charitable Trust?  

At Addenbrooke’s Charitable Trust (ACT), we exist to make our outstanding hospitals even 
better. We raise vital funds to support Addenbrooke’s and the Rosie hospitals — connecting 
generous people with projects that go beyond the boundaries of NHS funding and help deliver 
the very best in patient care, clinical outcomes, research and education.  

Right now, ACT is entering a defining chapter. Alongside supporting our existing hospitals, we 
are helping to bring to life two once-in-a-generation developments: the Cambridge Cancer 
Research Hospital and the Cambridge Children’s Hospital. Together, these projects will 
transform healthcare locally, nationally and globally, placing Cambridge at the heart of medical 
innovation.  

Everything we do — from funding cutting-edge technology and life-changing research to 
improving hospital environments and supporting staff wellbeing — is made possible by the 
commitment of our supporters. We are proud to live our values every day: we are Supportive, 
Innovative and Ambitious, and we always ACT with Integrity. If you’re motivated by 
impact, collaboration and the opportunity to help shape the future of healthcare, there has 
never been a more exciting time to join us.  

Role Summary  

The Team and Events Assistant will play a critical role in the delivery of a successful fundraising 
programme. Reporting to the Special Events Manager, the role will provide fantastic exposure 
and experience across a successful philanthropy programme and wider events calendar. This is 
happening at an extremely exciting time for the charity as we are in the midst of two capital 
campaigns for two new groundbreaking hospitals.  

 

 

 



Main Duties and Responsibilities 

Team support 

• Act as the first point of contact for all general enquiries in the Philanthropy team, 
stewarding calls, emails and contact points to the right place providing exceptional service 
levels. 

• Support the Philanthropy team with diary management and meeting organisation. 
• Managing all philanthropy data on the CRM database, including Support in the 

management, updating and of records on the CRM database. 
• Coordinate reporting for the Philanthropy team, for both internal and external purposes.  
• Coordinate financial processes for the Philanthropy team, including raising PO’s and 

invoices with the Finance team. 
• Manage the Philanthropy team’s fundraising collateral, including working with the 

Communications team and managing stock levels.  
• Support the Philanthropy team with committee meetings, managing the circulation of 

papers and taking minutes as and when required. 

Event support 

• Support the Special Events Manager in the planning of an annual events calendar.  
• Support in the operational delivery of a calendar of special events across ACT, working with 

the Philanthropy and Public Fundraising Teams. This will include our flagship annual 
lecture, behind-the-scenes events, receptions and stewardship events.  

• Act as key contact for events support across the charity, triaging to Special Events Manager 
as required.  

• Manage the events inbox and processes for RSVP’s, sending mail merges, invitations, 
joining instructions and follow up.  

• Manage materials required for events, including packing, creating guests' badges, courier 
arrangements and transport logistics. 

• Assist with research for event planning; sourcing competitive supplier quotes to achieve 
best value. 

• Support with the planning of events; scheduling event-related meetings, event briefings and 
debriefings. 

• Manage the event admin, logging data on the CRM. 
• Support at events with set up, pack down and delegate registration etc. 

General corporate requirements 

a. To adhere at all times to ACT’s policies and procedures as varied from time to time 
b. Undertake not to reveal to any person or entity any confidential information relating to 

donors, patients and employees, policies, processes and dealings and not to make public 
statements relating to the affairs of ACT without prior authority of the Director of Fundraising 
or CEO 

c. To ensure the effective and efficient use of ACT’s resources 
d. To ensure that all duties are carried out to the highest possible standard. 
e. To be aware of individual responsibilities under the Health and Safety at Work Act (1974). 
f. To respect the confidentiality of all matters learned in the course of employment and respect 

the requirements of the Data Protection Act (2018). 
g. To work in line with the Fundraising Regulator’s Code of Fundraising Practice 2025 and other 

relevant legislation and guidance  



h. To ensure due regard is given to customs, values and spiritual beliefs of supporters, patients, 
carers and their relatives. 

i. To participate in team meetings, planning and any corporate development activities and 
initiatives as may be identified from time to time. 

j. To undertake any other reasonable task as may be identified as necessary by the senior 
management team from time to time. 

 

The job description outlines the duties required of this post to indicate the level of responsibility. 
It is not a comprehensive or exclusive list and duties may be varied from time to time which do 
not change the general character of the job, or the level of responsibility outlined.  

APPLICATION PROCESS 

Please send your CV and a covering letter explaining why you are a good fit for the role to 
hr@act4addenbrookes.org.uk  

The closing date for applications is midnight on Sunday, 26th July 2026, however we reserve the 
right to close this vacancy once a sufficient number of applications have been received or a 
successful candidate is found. 

 

 We strongly encourage candidates of different backgrounds and 
identities to apply.  Each new team member is an opportunity for 
us to bring in a different perspective, and we are always eager to 
further diversify our charity. 
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ADDENBROOKES CHARITABLE TRUST 

PHILANTHROPY TEAM & EVENTS ASSISTANT 

PERSON SPECIFICATION   

Essential Skills 

• Great communication skills 
• An excellent eye for detail 
• Strong organisational skills 
• Experience of managing multiple priorities and strict deadlines 
• Conscientious approach to your work 
• A good team player  
• Strong numeracy and computer literacy with Microsoft Office packages 
• Ability to build strong relationships. 
• Ability to inspire and motivate supporters. 
• Ability to work unsupervised whilst also being a team player. 
• Previous experience of working in an events or administrative role 
• Enthusiastic with a positive attitude 
• Empathy and understanding  

 

Desirable 

• Experience of using Donorfy or other fundraising databases 
• Previous experience of working in a similar fundraising role within a charity or not-for-

profit organisation 

• A passion and enthusiasm for the work of ACT, and for working in a hospital setting. 
• A driving licence or access to a car 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 

THE PHILANTHROPY TEAM 
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ADDENBROOKE’S CHARITABLE TRUST 

CURRENT EMPLOYEE BENEFITS 

 

• Pension Scheme 

• Group Life Assurance @ 4 x Salary 

• Enhanced Maternity and Paternity Pay 

• Annual Eye Tests  

• Leisure Centre on site 

• NHS Discount Schemes 

• Health Cash Plan  

• Employee Assistance Programmes 

• 25 days of Annual Leave + Bank Holidays  

• Your Birthday off 
 

• Cycle 2 Work Scheme 
 

 

 

 


