
 

Administration Volunteer 

We are ideally looking for someone who is able to volunteer regularly (ideally 1-2 
days per week) over a period of 6 months or more at our office on the Bath and West 
Showground in Shepton Mallet. 

Application deadline: rolling 

Somerset Community Foundation have exciting plans to grow our fundraising income in the 
next few years so we can support more small, local charities with vital funding. To do this, 
we are launching exciting new fundraising initiatives and scaling up our marketing and 
events activity. The Foundation is made up of a passionate, professional and ambitious 
team of 9, and we aim to raise more than £500,000 of new donations this year.  

To support this, we are looking for an enthusiastic volunteer who can provide vital 
administrative support for our Fundraising and Marketing activities. We are ideally looking 
for someone who is confident using Microsoft Office and doing online research, as well as 
someone with good written communication skills and attention to detail.  

The volunteer will support us with a range of activity, including: 

• Researching potential supporters for the Foundation 
• Support with event administration 
• Supporting the administration of our Surviving Winter appeal 
• Sending thank you letters for supporters  
• Recording donor details and updating our donor records  
• Helping to source photos and quotes for case studies of how our grants have helped our 

communities  

About Somerset Community Foundation 

Somerset Community Foundation connects people who care with causes that matter. We 
work closely with families and businesses who want to make a difference in Somerset and 
help them to find and support good causes working at a grassroots level. Since we were 
founded in 2002, we have awarded more than £7.5m in funding. Last year, we awarded 
grants to more than 250 small, local charities.  

If you are interested in volunteering at Somerset Community Foundation please 
submit a short statement plus your CV to laura.blake@somersetcf.org.uk If you have 
any queries please contact Laura Blake, Development Director, on 01749 344949 or by e-
mail.  For further information about Somerset Community Foundation, please visit our 
website: www.somersetcf.org.uk 

Please note this voluntary position is unpaid. Somerset Community Foundation will provide 
reasonable reimbursement for additional travel.  
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