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Fundraising Co-ordinator (Events & Community Engagement)

Job Title: Fundraising Co-ordinator (Events & Community Engagement)
Department: Fundraising
Location: Manchester · Full-Time, Permanent
Reports To: Fundraising Manager
Schedule: 40 hours per week, including evenings and weekends as required by event schedules
Salary: £25,000 - £30,000 per annum (dependent on experience)

About GRF:
Global Rahmah Foundation (GRF) is a leading international humanitarian charity dedicated to alleviating poverty, delivering emergency aid, and empowering communities across the world. Our events and community engagement programme is a core part of how we raise funds, build relationships, and grow our supporter base. Every event we run is a direct opportunity to deepen our connection to the communities we serve.
Job Summary:
The Fundraising Co-ordinator (Events & Community Engagement) is responsible for planning, organising, and delivering GRF's community fundraising events programme across Manchester — and for actively identifying new opportunities to attend and participate in events throughout the year.
This is a creative, people-facing, and highly organised role. You will manage everything from community bazaars and iftars to GRF-branded stalls, sister events, and external fundraising opportunities — ensuring each event is well-planned, properly staffed, and delivered to a high standard. You will also manage and coordinate volunteers across all events, working closely with the Fundraising Manager to ensure the right people are always in the right place.
Key Responsibilities
Event Planning & Execution
· Plan, coordinate, and deliver GRF fundraising events from concept through to completion — including community events, bazaars, iftars, GRF-branded evenings, and fundraising challenges.
· Manage all event logistics including venue, suppliers, equipment, staffing, timelines, and on-the-day delivery.
· Prepare event budgets and track spend, working toward a minimum 1:3 return ratio on all events.
· Follow GRF's internal event planning process and ensure all signoffs and approvals are obtained in advance.
· Debrief after every event — capturing income, footfall, feedback, and lessons learned — and report to the Fundraising Manager.
Events & Community Engagement
· Plan and coordinate GRF's events programme — creating engaging, community-focused fundraising opportunities.
· Build relationships with community groups, local organisations, and networks to grow attendance and support for GRF events.
· Ensure all events are inclusive, well-promoted, and aligned with GRF's values and brand guidelines.
· Work with the Fundraising Manager to brief the marketing team on content and social media needs for each event.
Stalls & External Events
· Proactively research and identify external events, markets, fairs, and community gatherings where GRF can have a presence throughout the year.
· Coordinate and manage GRF stalls at external events — including setup, staffing, materials, and donation collection.
· Build a year-round calendar of stall and external event opportunities, updated and shared with the Fundraising Manager each month.
· Represent GRF at stalls and external events professionally, engaging with the public and raising awareness of GRF's work.
Volunteer Coordination
· Recruit, brief, and manage volunteers for all events and stalls across the year.
· Build and maintain a reliable volunteer database — ensuring contact details, availability, and skills are kept up to date.
· Allocate volunteers to specific roles for each event, providing clear briefings and on-the-day support.
· Follow up with volunteers after events, thanking them and maintaining engagement for future opportunities.
· Work with the Fundraising Manager to identify and develop high-performing volunteers who could take on more responsibility.
Challenges Support
· Support the Fundraising Manager in delivering GRF's fundraising challenges programme
· Coordinate participant communications, logistics, and on-the-day delivery for challenge events as required.
· Help promote challenges to the community and through GRF's networks to drive sign-ups and fundraising.
Reporting & Accountability
· Submit a weekly activity report covering upcoming events, events delivered, volunteer numbers, income generated, and stall/event pipeline.
· Attend weekly team meetings and 1-to-1 sessions with the Fundraising Manager.
· Work toward monthly and quarterly event targets and KPIs set by the Fundraising Manager.
· Flag any issues, risks, or changes to event plans with the Fundraising Manager as early as possible.
Skills & Competencies
· Highly organised with the ability to manage multiple events and deadlines simultaneously.
· Confident, people-facing, and comfortable engaging with the public and community groups.
· Strong attention to detail — particularly around logistics, budgets, and timelines.
· Able to manage and motivate volunteers in a professional and encouraging way.
· Self-motivated and proactive — able to identify opportunities and act on them without being directed.
· Good written communication skills for reporting and coordination.
Qualifications & Experience
Essential:
· Experience planning and coordinating events — any setting considered, charity experience a bonus.
· Flexible and available for evenings and weekends as required by the events calendar.
Desirable:
· Experience in a charity, non-profit, or community fundraising setting.
· Knowledge of or connections within the Manchester community.
· Experience running stalls, market events, or community fundraising activities.
· Familiarity with volunteer management or CRM tools.
Why Join GRF
· Be part of a mission-driven, growing humanitarian organisation.
· A varied, community-facing role where no two weeks are the same.
· The opportunity to make a direct and visible impact on GRF's fundraising and community presence.
What We Offer:
· Competitive salary 
· Structured onboarding, training, and ongoing support from the Fundraising Manager.
· A collaborative FR team with clear targets, regular communication, and shared purpose.
· Professional development and the opportunity to grow within GRF.

To apply, please submit your CV and a brief covering letter to the GRF HR team, outlining your experience in event planning and community engagement. Applications are reviewed on a rolling basis, and early applications are encouraged.
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