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Thank you for your interest in the post of Fundraising Assistant 

at Galloway’s Society for the Blind. We hope that you find all 

the information you need in this pack, or on our website (www.

galloways.org.uk) to help you decide if you are the right person 

for this inspiring and exciting role but, if not, please don’t 

hesitate to get in touch.

Introduction

Galloway’s is a very special organisation delivering high quality essential services 

to people a	ected by sight loss in Lancashire and Sefton. We have four sites 

across Lancashire and Sefton including our central o�ce in Penwortham, Preston. 

We are proud to be the leading sight loss charity in this area and of the many 

successes we have achieved through our 150 year history Galloway’s is widely 

recognised throughout this area and is held in deep regard by local people and 

their communities. We are ambitious and want to ensure that we are there when 

people need us most. The vast majority of the services we provide are free of 

charge to the people we support but, of course, it isn’t free to provide and most 

of it is funded through the generosity of the communities in which we work. In the 

last financial year, it cost nearly £1m to provide our services across Lancashire and 

Sefton of which the Fundraising Team were responsible for raising circa £600k.

 We have a fantastic fundraising team who are experienced in generating income 

through events, legacies, community activities, corporate donations and major 

donors. In addition, we have an evolving social enterprise which exceedes the set 

income targets. We need someone that can suport nurturing local relationships 

and seize opportunities across Lancashire and Sefton to increase our fundraising 

presence and reputation. 

We are looking for a Fundraising Assistant who can provide administrative 

support across all areas of fundraising activity which will include Community, 

Events, Individual Giving and Legacy as well as Supporter Care.

This is a new position and we want to be sure that we recruit the right person. But 

we also recognise it is probably also a big step for you. So, if you wish to know 

more, I warmly welcome you to contact me at emma.russ@galloways.org.uk or 

by phoning Galloway’s on 01772 744148. If I am not available, I will call you back at 

the earliest opportunity. Thank you for your interest in Galloway’s. 

Emma Russ
Fundraising and Communications Manager 
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Almost two million people in the UK are living with sight loss. 

That’s approximately one person in thirty.

Background information

Sight loss a	ects people of all ages, but as we get older we are increasingly 

likely to experience sight loss.

1 in 5 people aged 75 and over are living with sight loss.

1 in 2 people aged 90 and over are living with sight loss.

Nearly two-thirds of people living with sight loss are women.

People from black and minority ethnic communities are at greater risk of 

some of the leading causes of sight loss.

Age-Related Macular Degeneration is by far the leading cause of blindness 

in adults. Other significant causes of sight loss are glaucoma, cataracts and 

diabetic retinopathy.

The number of people in the UK with sight loss is set to increase dramatically 

in the future. As we get older we are increasingly likely to experience 

sight loss, and the UK population is ageing. In addition, there is a growing 

incidence in key underlying causes of sight loss, such as obesity and 

diabetes. This means that, without action, the number of people with sight 

problems in the UK is likely to increase dramatically over the next 25 years.

In numbers
50,000

50%
The estimated number of

people living with sight loss 
in Lancashire and Sefton

1 in 5 people aged
75+ are living
with sight loss

Every day over 100 people in 
the UK will start to lose their sight

Over 50% of all
sight loss can be

avoided

2
MILLION
People in the UK 

are living with 
sight loss

1 2 3 4 5
Depression 

is much 
higher in 

those people 
with sight 
problems 
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Almost half of visually impaired people feel 
‘moderately’ or ‘completely’ cut o
 from people and 
things around them. 

According to the Royal National Institute for the Blind, there are an 

estimated 39,930 people living with some degree of sight loss in 

Lancashire and 10,750 people living with some degree of sight loss in 

Sefton.

Evidence shows: visual impairment is strongly linked with social and 

economic inequalities; late presentation in glaucoma is linked with 

socioeconomic status and older age; significant gaps in the provision of 

primary eye care services (GP surgeries and Optometrists) in deprived 

areas. Ethnicity is also a factor encompassing social, lifestyle, cultural, 

environmental, and genetic factors. 

Almost half of visually impaired people feel ‘moderately’ or ‘completely’ 

cut o	 from people and things around them. Older people with sight loss 

are three times more likely to experience depression than people with 

good vision. One-third of visually impaired people of working age are in 

employment.

The emotional and psychological impact of sight loss is profound (Burmedi 

and Becker et al, 2002) and sight is the sense that people fear losing the 

most (College of Optometrists, 2011). Depression is significantly higher 

amongst people with sight problems (Evans, Fletcher and Wormald 2007) 

and feelings of wellbeing are significantly lower when compared to people 

without sight loss (McManus and Lord, 2012). Receiving practical advice 

and support as early as possible in the sight loss journey is invaluable to 

someone experiencing sight loss (Boyce, 2011 and Douglas et al, 2008).

Galloway’s ‘Supporting people a	ected by sight loss for 150 years’
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Our
mission

To enable people with 

a visual impairment 
to gain greater 

independence and 

minimise the e�ects of 

reduced vision 
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Our
vision

A world in which every 
visually impaired person 

realises their hopes and 
dreams and fulfils their 

potential as an individual 
and a member of their 

own community
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1 Deliver Excellence through Service
We believe that anything worth doing is worth doing with 

PASSION. We have to be creative and innovative to ensure 

we support people to identify their own solutions. We go 

above and beyond the average level of service to create 

an emotional impact on the people we support and to 

give them a positive story they can take with them the 

rest of their lives.

2 Embrace and Drive Change
The world in which we live is constantly changing and so 

we position ourselves to anticipate change and embrace it 

with open arms. We never accept or become comfortable 

with the status quo and we are always thinking of ways to 

change processes, perspectives, and opinions, hopefully 

for the better. Without change, we can’t continue to 

provide a superior service.

What makes us special?

The ability to see is taken for granted until it’s placed in jeopardy. Living in 

a world which is dominated by visual cues makes it even more challenging; 

from basic household tasks to getting out and about to socialise the 

challenges are immense. This is why we do what we do; by providing life 

changing support, advice and information and new skills we make a real 

di	erence to people when they are often at their lowest ebb. We want to 

ensure that sight loss doesn’t stop people from getting on with their lives. 

We want to make a di	erence!

The way we work is critical to our success and we call this our 

organisational culture – our ‘values’. Culture is key to achieving 

organisational excellence. Values are important building blocks of culture 

and are deep-seated and enduring. We have committed to 6 core values 

which guide all our work throughout Galloway’s: 
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3 Pursue Growth and Learning
We are committed to S-T-R-E-T-C-H-I-N-G ourselves both 

professionally and organisationally. We recognise that we 

won’t always “get it right,” but that’s the challenge we gladly 

accept. The only way we can solve new problems that arise 

is by learning and growing to meet them head-on.

4 Build Open and Honest Relationships 
with Communication
We believe in fairness and transparency; we are an open 

book in all our work. Our honesty when interacting with 

others leads to strong relationships built on trust and 

faith. We can use these strong relationships to accomplish 

so much more than we could otherwise. It’s not easy 

getting there! We always act with integrity, compassion 

and loyalty, and we are a good listener. At the end of the 

day it’s not what we say or do, but how we make people 

feel that matters the most. 

At the end of the day it’s 
not what we say or do, but 
how we make people feel 
that matters the most.
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5 Be Mindful of how we use our Resources
We are always seeking new ways to make Galloway’s more 

e�cient and improve our services. There is always room for 

improvement, and we always feel a sense of urgency when 

making those improvements. We want not only to provide 

a great service for blind and partially sighted people but 

provide the greatest service in our sector! 

6 Be Passionate and Determined
What keeps us going? It’s passion for our work and our 

culture. We’re inspired because we believe in what we are 

doing and the people we work alongside. We don’t take 

“that’ll never work” for an answer. We have a positive and 

optimistic attitude as we aim to inspire everyone around us.
Our goal is not just to 
provide a great service, 
but deliver the greatest 
service in our sector.
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The very act of actually seeing the world around us is an 

astonishing thing, taken for granted by many. While sight loss 

can occur at any age, it occurs most often among mature adults. 

Like any other major life event, vision loss can bring feelings of 

loneliness, helplessness, anxiety, and depression. We are

committed to working with blind and partially sighted people 

to realise their potential through our many programmes of 

activities and support.

Making our aspirations a 
reality

Working together

Service delivery is guided by our commitment to involve blind and partially 

sighted people in service design and delivery. We remain focused on our 

identified core services and ensure that we clearly promote what we do as 

widely as possible, creating more opportunities for blind and partially sighted 

people to access our support.

Working as part of a team:

We will continue to work with partner organisations to ensure that blind 

and partially sighted people have access to services within their own 

communities.

Working with the community:

We will further develop our incredibly successful volunteer programme and 

we will use this invaluable area to support all aspects of our services and 

fundraising. Working in challenging times: We have recognised that at a time 

of economic downturn, services for blind and partially sighted will reduce even 

further. Galloway’s is committed to ensuring that blind and partially sighted 

people have a voice and opportunities the sighted world takes for granted.

Tackling the devastation of sight loss

We support people who are a	ected by sight loss including families and 

friends in Lancashire and Sefton.

With the right resources and support to draw upon, the quality of life for 

people a	ected by sight loss, can be enhanced. At Galloway’s we aim to 

achieve this by taking a holistic approach to the support and guidance we 

provide visually impaired people and their families. 

People say that out of all the senses, sight is the one they most fear losing. 

We bring about changes for people who are already 

living with a visual impairment or who develop eye 

conditions that cannot be avoided. At Galloway’s we 

are committed to reducing the e	ects of sight loss 

by reducing the feeling of isolation, loneliness and 
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We currently employ 40 sta�. We also have over 250 

volunteers, who support a wide range of activities across all 

that we do including, Talking Newspaper, Finance, Fundraising, 

Administration, Service Activities and our new Social Enterprise.

The Strategic Leadership Team comprises the Chief Executive, Head of Income 

and Generation and Communication, Head of Services and Head of Finance. 

We have a highly skilled Services Team delivering support and guidance from 

our four sites; Preston, Chorley, Southport and Morecambe; led by our Head of 

Services and managed on a day to day basis by our Service Manager.

Our highly successful Fundraising Team is based at our central o�ce in 

Preston and led by our Head of Income Generation and Communication with 

operational management provided by the Fundraising and Communications 

Manager. Fundraising activities largely comprise of events, corporate, 

community, and legacy. Supporting this team and the wider organisation is a 

Supporter Care O�cer and two Communications O�cers. Together they are 

responsible for generating circa £600k. 

Our People

desperation. We support people to remain independent as long as possible 

through a range of services.

• Reaching people as early as possible

• Coping with the emotional effects of sight loss

• Reducing isolation and loneliness

• Health and wellbeing

• Provision of information, advice and guidance

• Empowerment through technology and equipment
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Our social enterprise co	ee shop in Morecambe also sits in the Income 

Generation and Communications team with the Manager reporting directly 

into the Head of Income Generation and Communication.

Our Central Resources team comprises of our Finance Team – Head of 

Finance and Finance O�cer, the Chief Executive and the Facilities Manager. 

Our Volunteer Co-ordinator also sits in the Central Resources team and is 

responsible for recruiting and engaging our amazing volunteers.

Fundraising
Assistant 

Mobile 
Information 

Service  

ECLO

 

L  E  A  D  E  R  S  H  I  P    T  E  A  M 

Board of 
Trustees 

Finance 
Committee

CEO 
 Finance 

O�cer 

Volunteer 
Coordinator 

Cleaning Sta� 

Audio  
Services 

 

Fundraising 
& Comms
Manager

Brew Me
Sunshine
Manager

Trusts, 
Grants &
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Comms 
Coordinator

Admin & 
Supporter 

Care 
O�cer 

 

Comms 
O�cer 

 

Individual 
Giving & 
Legacy 

VACANT 

Service
Manager 

Assistant 
Audio 

 Coordinator

Quality & 
Engagement 

Manager 
Vacancy 

Central
Administrator

    

Facilities
Manager 

Caretaker

Community
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Cafe 
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x4

Events
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Administrator

Sight Loss
Advisor x2
Southport

Sight Loss
Advisor x2

Chorley

Sight Loss
Advisor x2

Preston

Sight Loss
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Activities
Coordinator

Technology
Coordinator

 HEAD OF 
FINANCE 

HEAD OF 
INCOME GEN 

& COMMS 

HEAD OF 
SERVICES

STAFFING STRUCTURE 2019 

Assistant
Service

Manager 

Our Sta�ng 
Structure
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It costs £1 million a year at present to run Galloway’s - that’s 

nearly £3,000 a day. Around 50% of our total income is 

generated through our Fundraising Team with the remainder 

coming from a varied stream of managed sources.

We currently have an investment portfolio focused on generating circa £170k 

per annum which is re-invested back into the annual running costs of the 

organisation. Our reserves policy is set at 3 months operating costs. A copy of 

our 2016/17 Annual Report and Accounts is available on the Charity Commission 

website at http://www.charitycommission.gov.uk/find-charities/. 

Financial Information Income 2017.18

Investment Income 14% Charitable Activities 7%

Fundraising Activities 8% Donation & Legacies 50%

Charitable Services 21% 

Fundraising 19% Charitable Activities 77%

Governance Costs 2% Investment Management Fees 2% 

Expenditure 2017.18 
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Post:     Fundraising Assistant 

Salary:    £18,500

Reports to:   Fundraising and Communications Manager 

Responsible for:   No line management responsibility – will work with  

    volunteers

Location:    Howick House, Penwortham, Preston 

Hours:    Full time

Contract    Permanent  

    Closing date: 9am Monday 11th November  

    Interviews: Week commencing 18th November

Overall Purpose of Job

To provide administrative support across all areas of Galloway’s fundraising 

activity, to include Community, Events and Supporter Care. You will also take 

responsibility for smaller fundraising activities. This is a support role providing 

opportunities to learn about, and get involved in, a range of fundraising 

streams in a growing charity.

Job Description

Key Responsibilities

•	 To act as the first point of contact in the fundraising team for all enquiries  

including telephone and e-mail messages and respond to enquiries in a  

timely manner, o	ering excellent customer care

•	 To carry out administrative tasks including registering new supporters,  

mailings, responding to participant requests and queries and fulfilment of  

materials

•	 To keep all data and information relevant to events and community   

fundraising participants accurate and up to date on the database

•	 To work with the Community, Events and Individual Giving and Legacy 

Fundraisers to support existing  and new activities 

•	 To be responsible for the coordination and facilitation of public    

collections, to include home money collection boxes and small collection 

tins.

•	 Attend Galloway’s fundraising events, providing event assistance on the  

day and high level of supporter care to attendees

•	 Work with the fundraising database to ensure all supporters information  

is correct, up to date and in line with GDPR regulations
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•	 Work with the Fundraising team to ensure smooth systems and processes  

are in place and to update these where necessary to ensure continued  

e�ciency

•	 Manage the fundraising stock, keeping accurate records of use and   

flagging with the appropriate member of sta	 when levels are becoming  

low.

•	 Ensure all supporters are thanked within correct timescales and correct 

letters are sent by the relevant team member

•	 Assist the fundraising team in following processes in place for donor 

journeys

•	 Importing donations and fundraising income from external agencies onto 

the database.

Other

•	 Any other reasonable duties as may reasonably be required by the 

Fundraising and Communications Manager.

All Galloway’s employees are expected to:

•	 Uphold the values of Galloway’s and behave in a professional manner at all 

times.

•	 Value equality and diversity and comply with relevant equality legislation.

•	 Attend 1:1s and annual appraisals with line manager and team meetings as  

required.

•	 Cooperate with colleagues, encourage and support positive working  

relationships (both internally and externally) and foster a culture of   

respect and consideration at work.

•	 Take responsibility for one’s own health and safety and the health and   

safety of others whilst at work, and comply with Health and Safety   

legislation.

•	 Work within all Galloway’s policies and procedures.

•	 Communicate a positive image of Galloway’s and protect its reputation.
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This role profile may be reviewed in consultation with the post holder in the 

light of any on-going and changing organisational needs and will form the 

basis for performance appraisal. Galloway’s has a multi-skilled team seeking to 

reach out to people a	ected by sight loss in a way that helps them most. You 

may therefore be expected to accept a di	erent or unusual task or role.

Person Specification
Fundraising Assistant
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Administrative experience, 
ideally in the charity sector

Relevant and demonstrable 
experience of administration 
in an o�ce setting

Direct experience of 
delivering high quality 
customer/supporter care

Experience of using 
databases to record 
accurate and up to date 
information

ESSENTIAL

Experience of working with 
volunteers

Experience of working/
volunteering alongside a 
fundraising team within a 
charity setting

Experience of using the 
Harlequin database

DESIRABLE

Experience & Qualifications

Excellent computer skills and working experience of MS O�ce
Excellent verbal and written communication skills

ESSENTIAL

Knowledge & Understanding

Ability to work as part of a team to achieve goals

The ability to juggle a wide range of activities, prioritise own 
workload, deal with conflicting demands and meet tight deadlines

Willingness to work flexibly in response to changing requirements

ESSENTIAL

Attributes
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Alone we can do 
so little; together
we can do so much
HELEN KELLER

Information for 
Candidates
Information required from your application

Galloway’s provides an application form for all candidates to complete. 

CV’s will only be accepted if accompanied by a completed application form

Job Description and Person Specification  

A Job Description and Person Specification are enclosed which detail 

the main responsibilities and duties required. As part of your application 

please provide a ‘Supporting Statement’. This should describe how your 

skills, knowledge, experience and qualities match those described within 

the person specification. The Person Specification highlights which 

requirements are essential and which are desireable and so please use your 

supporting statement to demonstrate how you meet the criteria.

Within your ‘Supporting Statement’ you need to give examples of how you 

meet the requirements which you will be shortlisted against. If you have 

gained the necessary skills and experience in a voluntary capacity you 

should include details of this in your supporting statement. 
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Working for Galloway’s: Benefits

Pension

Galloway’s has an auto enrolment pension scheme to which Galloway’s will

match the employee contribution up to 3% for all eligible colleagues.

Holidays

The holiday year runs from 1st April to 31 March. Holiday entitlement is 

24 days per annum dependent on working pattern. This increases to a 

maximum of 29 days (fte) depending upon length of service.

Compassionate Leave

Galloway’s will consider each request for leave on compassionate grounds 

on an individual basis.

Probationary Period

All new appointments are subject to a probationary period of 6 months. 

Learning and Development 

Galloway’s is committed to supporting the learning and development of all 

sta	 and volunteers to ensure we are able to achieve our operational and 

strategic objectives. As part of our development and support initiatives, 

we promote coaching, mentoring and job shadowing.

Equal Opportunities

Galloway’s is committed to supporting diversity and working towards 

equal opportunities for all, in all aspects of its work.

Smoking Policy

Galloway’s has a non-smoking policy throughout the organisation. 
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People with a Disability     

We aim to provide information to candidates in the right format for them. 

If you have not received information in the right format for your needs, 

please let us know. Candidates selected for interview should inform us of 

any special needs they may have in relation to the interview as soon as 

possible.  

Interview and Selection 

Interviews are normally carried out by a panel and verbal feedback will be 

provided to candidates selected for interview. 

If you are selected for interview you will be notified within 1 week of the 

closing date.  If you have not heard within 3 weeks, you should assume 

you have not been successful in your application. As a non-profit making 

organisation, and in order to keep our administrative costs low, we are 

unable to confirm receipt of your application.

References 

You should provide details of references from your current or most recent 

employer and the referee should be either your line manager or the 

personnel department. References will be taken for the previous three 

year’s employment and details should be provided for this period. 

Declaration

For this post Galloway’s will seek clearance from the Disclosure and Barring 

Service.

Data Protection

Information provided by candidates as part of their application will be 

held for the purposes of this recruitment only and will then be destroyed.  

Information provided by the appointed candidate will be retained in 

relation to their employment contract. 

Equal Opportunities Policy

Introduction

Galloway’s recognises that discrimination and inequality are still 

widespread in society as a whole.  We are therefore working to achieve 

Equal Opportunities for all sta	 irrespective of disability, ethnic origin, 

gender, marital status, age, sexual orientation, religious belief or 

ideology.  This applies to employment, to our service provision and to our 

relationships with external organisations.
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Galloway’s policy on Equal Opportunities applies to all Trustees, all 

employees and trainees, volunteers, receivers of our services, organisations 

that we work with and those who act on our behalf.

Aims of our Policy

To demonstrate the commitment of Galloway’s in being a fair and 

reasonable employer and service provider.

To ensure that the individual potential of all employees is recognised and 

that their talents and resources are utilised to the full.  Furthermore that 

no individual employee or group of employees receives less favourable 

treatment in relation to employment or access to resources.

To ensure that all our sta	 promote equality in the workplace and in the 

services we deliver.

Commitment: Galloway’s will:

•	 Recognise and comply with its legal obligations under the Race 

Relations Act, the Sex Discrimination Act, the Equalities Act and any 

other statutes in force

•	 Fulfil its social responsibilities towards employees, potential employees  

and the communities in which we operate

•	 Review all policies, procedures and practices, relating to all aspects of  

employment, to ensure that they reflect Galloway’s commitment to 

equal opportunities, amending and updating them where appropriate.  

•	 Ensure that all customers, clients and people who use our services are 

treated fairly and equitably and receive the services appropriate to their  

needs

•	 Recognise and embrace the benefits of diversity throughout the   

organization including the protected characteristics of Equalities 

Act 2010: Age, Disability, Gender reassignment, Marriage and civil 

partnership, Pregnancy and maternity, Race, Religion or belief, Sex, 

Sexual orientation

 

Responsibility

All employees have a responsibility for implementing the Equal 

Opportunities policy in all aspects of their work and for promoting 

good and non-discriminatory practices.  The Chief Executive has overall 

responsibility for implementation of equal opportunities and good practice.  

Reviewed October 2017
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© 2019 Galloway’s Society For the Blind. A charity registered in England and Wales 526088 

Howick House

Howick Park Avenue

Penwortham

Preston PR1 0LS

enquiries@galloways.org.uk

01772 744148

www.galloways.org.uk

Come and join our team 
and help us to make a 
difference  to even more lives...

Let́ s talk.




