
 
 

JOB DESCRIPTION 

Job title:   Fundraising Operations Manager 

Reporting to:   Chief Philanthropy Officer 

Direct reports: none 

 

About the role 

The Fundraising Operations Manager will play a crucial role within a small team, responsible for 

overseeing the fundraising activity of the Fund and working with the Chief Philanthropy Officer 

to support the Envoy Programme and develop new fundraising products.    

 

Person specification 

The role will suit someone with a proven track record of effective project management and 

experience of working with senior clients or other stakeholders. The successful candidate will 

have excellent interpersonal skills, be a highly organised self-starter and flexible and comfortable 

working in a fast-paced environment, learning through doing.   

The role requires the ability to write clearly and concisely to a high standard and to contribute to 

the development of new approaches, systems and concepts across the organisation.  The 

candidate must have the ability to understand the complexities of a global organisation as well as 

being comfortable picking up general tasks as part of a small team. 

The role involves some overseas travel, though is based primarily at our office in London.  

Sympathy with the teachings of the Catholic faith is essential, as is the ability to work with people 

from many different backgrounds and cultures.  

 

Specific Responsibilities: 

 maintaining and developing systems and processes to support operational and 

other requirements, including GDPR, customer management systems and other 

requirements 

 developing donor stewardship process to maximise efficiency and opportunity 

 managing and co-ordinating the Fund’s presence at events, including messaging 

and engagement techniques   

 support design and management of donor field visits, engaging with the grants 

team and producing relevant materials 



 
 management of individual giving and middle donor recruitment and cultivation 

programme 

 support with production of fundraising project materials for donors and 

prospects 

 work with the Chief Philanthropy Officer to research and identify donor prospects 

 support with global governance concepts as they relate to effective donor 

relationships, for example tax-efficient giving 

 
 
Skills and experience 

 
 Excellent written English, fluency in at least one other European language is desirable 
 Good working knowledge of PowerPoint, Word and Excel 
 Experience with donor or customer management and research systems (particularly 

Blackbaud) 
 Project management experience  
 Events organisation experience 
 Demonstrated ability to implement effective, light touch organisational systems 

 

 

About the Global Fund for Forgotten People and The Order of Malta 

The Global Fund for Forgotten People is a global fundraising and grant-making vehicle, 

specialising in major donor giving.  It raises funds for and awareness of the works of the Order of 

Malta’s entities around the world.  The Fund is based in the UK, but operates as a global entity 

with a UK and US structure, and overall responsibility to the Order in Rome.    

The Sovereign Order of Malta is one of the oldest institutions of Western and Christian civilisation.  
A lay religious order of the Catholic church since 1113 and a subject of international law, the 
Sovereign Order of Malta has diplomatic relations with over 100 states and the EU and permanent 
observer status at the UN.  It is neutral, impartial and apolitical.  The Order of Malta is active in 
120 countries, caring for people in need through its medical and humanitarian works.  Day to day 
its broad spectrum of social projects provide a constant of support for those who would otherwise 
be forgotten or excluded by society. 


