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With best wishes,

Mat Cottle-Shaw
Chief Executive Officer 

Thank you for taking the time to find out about our current vacancy.

We’re delighted that you are interested in working for the Bone Cancer Research Trust 
(BCRT). Included in this pack is a little background information about the organisation 
along with details of the job role. BCRT currently employs 24 members of staff, and we 
have a voluntary Trustee board of 11, based across the UK.

Our charity started in 2004, when a group of families who had lost children and young 
people to primary bone cancer (PBC) came together. They wanted to tackle head-on 
the fact that there was virtually no accessible bone cancer information, and practically 
no funding for research into this disease. In 2006, they registered the Bone Cancer 
Research Trust. Since then, we have become the leading charity dedicated to fighting 
primary bone cancer.

We are incredibly lucky to have a very active and highly engaged community of 
supporters. Through their support, we have significantly increased our income from 
c£680k in 2015 to over £4.6m in 2021. This increase has enabled us to fund more 
pioneering primary bone cancer research than any other organisation in the UK. 
And whilst our research is finding the cures of the future, our dedicated Support & 
Information Service is available for all patients and their families now, offering expert 
advice and support through treatment and beyond. Our awareness campaigns continue 
to raise the profile of PBC amongst the public and healthcare professionals throughout 
the UK and worldwide to improve disease understanding and speed of diagnosis.
It is a truly exciting time to be joining our award-winning team. We are currently 
developing our next strategic plan to take us to 2033 and you will play a pivotal role in 
its delivery. Directly informed by our supporters and stakeholders, our future ambitions 
will continue to drive improvements in patient survival and ensure patients are 
supported to find their ‘new normal’ after treatment.

If you are excited about joining our team, please read through this job pack to see if you 
have the right skills we are looking for.

We look forward to hearing from you.



ABOUT THE ROLE
The Supporter Care & Administration Executive will contribute towards 
the effective running of the Bone Cancer Research Trust by providing 
high quality administrative support across all teams in the Charity. 
This is a busy and varied role, and the successful candidate will need to 
respond flexibly to manage competing deadlines.

The post holder will be the first point of contact for callers and general 
enquiries. They will be responsible for ensuring that regular health and 
safety checks are undertaken at the BCRT office, and that stocks of 
stationery and fundraising materials are maintained.

The post holder will support the wider staff team by ensuring that 
all donors are thanked for their support, and that key supporter 
information is recorded on the Charity’s CRM system. The post holder 
will also liaise with the Charity’s stock fulfilment house, ensuring that 
information and orders are processed efficiently.
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KEY BENEFITS
• Flexible approach to working hours 

• Flexible approach to working location with free onsite parking in Horsforth

• 22 days annual leave per year + bank holidays + 3-day Christmas shut down
 - Raising by 1 day per annum for every 2 full years’ service 

• Healthcare cash plan

• Enhanced pension contributions 

• Clear performance expectations and supportive Senior Management Team

• Training and personal development opportunities

• Direct exposure to our charitable work  

We believe wholeheartedly in supporting our staff to do their very best, 
irrespective of working location. If needed, you will receive an allowance 
for a home-working workstation and all necessary home-working 
equipment will be provided.



ROLE DETAILS

Job title: Supporter Care & Administration Executive

Responsible to: Head of Finance

Line management: No direct reports 

Salary: £18,893 - £23,091

Hours of work: 37 hours per week. 

Location:
Horsforth, Leeds (some opportunity to work remotely, 
but the post holder is required to attend the office at 
least 4 days per week)

Contract type: Permanent

4

Supporter Care & Administration Executive - Job Pack 2022



MAIN PURPOSE OF THE ROLE
To support day to day running of the charity’s office in Horsforth, undertaking a 
core set of regular administrative and compliance activities. 

To provide administrative and campaign support to the Fundraising & 
Communications Team, helping to provide outstanding supporter care  

ROLE RESPONSIBILITIES 
ADMINISTRATION

• Be the first point of contact for phone, email and postal enquiries, ensuring that 
incoming communications are dealt with promptly and efficiently.

• Be responsible for the smooth running of the office, ensuring that office, kitchen 
and cleaning supplies are always available, and that the office is kept tidy and 
clutter free.

• Maintain accurate electronic and paper filing systems.

• Manage outgoing mail, including franking and posting, and arranging courier 
collections and deliveries as and when required.

• Answer all calls to the front door and car park gate, welcoming visitors to BCRT, 
and providing refreshments as appropriate. 

• Bank all cash and cheques received by the charity as required by the Head of 
Finance or Finance Officer.

• Ensure that all cash and cheque donations are processed in accordance with 
agreed procedures and that all donors receive an appropriate acknowledgement 
in a timely manner.
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• Undertake regular, basic health and safety checks, including testing the fire alarm 
on a weekly basis, and maintain accurate records of all checks performed. Alert 
the Head of Finance to any areas of non-compliance.

• Administration of shop and stock control processes, including liaison with 
the stock fulfilment contractor and management of the Shopify back-office 
administration.

• Ensure that stock held at the Charity’s offices is monitored and replenished as 
required.

• Order stationery and other supplies for the Charity, obtaining quotes and 
approvals as required. 

SUPPORTER CARE

• Support the fundraising and communication’s team with thanking and 
communicating with supporters, by sending regular appropriate communications 
and information (letters / certificates / cards/ awareness packs etc.) 

• Maintain the integrity of the CRM database by adding & updating supporter 
records as required.

• Assist in the smooth operation of the Charity’s Stamp Appeal by working with 
fundraisers, supporters and external agents.

• Assist the Fundraising and Communications teams by responding to supporter 
queries across the Charity’s social media platforms.

OTHER
• To undertake training, development and appraisal activities as required by the 

charity’s leadership team.

• To evaluate own performance critically and strive for continual improvement.

• To select and make use of a variety of resources, including IT to manage 
workload effectively.

• To be a committed member of the BCRT team, always supporting the charity’s 
ethos and policies.

• To undertake any other duties or projects commensurate with the nature and 
grade of this post as required. 
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Criteria Essential Desired Method of 
Assessment

Experience

At least two years experience working 
within an office environment, ideally 
within the charity sector.

3 Application Form
/ Interview

wrelevant experience of working with 
general office software packages, 
including Microsoft Word, Excel and 
cloud-based storage solutions.

3 Application Form  
/ Interview

Experience of working with databases 
(BCRT uses Access ThankQ.) 3 Application Form 

/ Interview

Demonstrate excellent written and verbal 
communication skills. 3 Application Form 

/ Interview

Ability to communicate effectively with 
supporters, demonstrating empathy. 3 Interview

Experience of managing competing 
workloads, with a methodical approach 
to time management.

3 Application Form 
/ Interview

Working knowledge of aspects of the 
Fundraising Code of Practice relevant to 
the role.

3 Application Form 
/ Interview

Basic understanding of the requirements 
of the health & Safety at Work Act 1974. 3 Application Form 

/ Interview

Personal Attributes

Enthusiastic, imaginative, proactive, 
energetic and creative with a ‘can do’ 
attitude.

3 Application Form 
/ Interview

Excellent attention to detail and good 
organisational skills 3 Application Form 

/ Interview

Ability to confidently work as part of a 
team or individually. 3 Application Form 

/ Interview

Excellent interpersonal skills who enjoys 
working with people. 3 Application Form 

/ Interview

A shared passion for the work of the 
Bone Cancer Research Trust. 3 Application Form / 

Interview

PERSON SPECIFICATION 
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INCOME & EXPENDITURE 2021

Challenges and events 45% 

Charitable activities 79% 

Charitable spend
breakdown:

66% Research
24% Awareness

6% Support
4% Information

Governance 1% 

Fundraising 20% 

Special events <1%

Gaming and shop <1%

Legacy <1%

Major donor 27%

Community 19% Our income
in 2021 totalled

£4,671,904

Our total
expenditure
in 2021 was

£2,828,863

Corporate, Trusts & Foundations 4%

Individual Giving 2%

In Memoriam 1%

Investments 1%
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ORGANISATION CHART

Head of Research, 
Information 
& Support

Research 
Manager

Support & 
Information 

Manager

Event 
Manager

Snr Research & 
Advocacy 

Officer

Support &
 Inofrmation 

Officer

Community 
Fundraising 

Officer

Senior Trusts 
& Corporate 

Sponsorship Officer

Virtual Challenges 
Fundraising Officer

Senior 
Communications 

& Campaigns Officer

Virtual Challenges 
Fundraising Officer

Challenge Events
Fundraising Officer

Community 
Fundraising 

Officer

Community 
Fundraising 

Officer

Database & 
Supporter 

Care Manager

Database 
Executive

Finance 
Officer

Supporter Care & 
Administration 

Executive

Head of Fundraising
& Communications

Chief Executive 
Officer

Community 
Fundraising 

Manager

Trust &
Foundations 

Fundraising Manager

Challenge Events 
Fundraising Manager

Communications 
Manager

Individual
Giving Manager

Head of Finance
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HOW TO APPLY
Please apply by submitting a completed Application Form, paying particular 
attention to the personal statement, highlighting your suitability for the position 
and why you are interested, by email to: christine.taylor@bcrt.org.uk

For an informal conversation about the role prior to applying, please contact  
christine.taylor@bcrt.org.uk

All applications will be treated in the strictest confidence.

     Closing date: Thursday 30th June
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