
 
 

JOB DESCRIPTION 

 
Position:  Development Assistant  (contract for an initial 9-12 months) 
Department:   Fundraising 
Location:  London 
Vacancy Start date: As soon as possible 
Salary range:   £27,000 – 29,000 depending on experience 
 

ECFR (The European Council on Foreign Relations) is a pan-European initiative which seeks to conduct 
research and promote informed debate across Europe on the development of coherent, effective and 
values-based European foreign policy. It has offices in Berlin, London, Madrid, Paris, Rome, Sofia and 
Warsaw.  www.ecfr.eu   

 
Job profile 
ECFR is recruiting a Development Assistant on a fixed term basis to assist our fundraising team with 

growing its income and achieving ECFR’s fundraising target. The successful candidate will be given the 

opportunity to gain fundraising experience from a variety of sources in an international environment 

(foundations, major donors, corporates and goverments). They will be involved in the donor journey 

from beginning to end and will be able to work directly with ECFR’s policy staff. You will work with the 

Development managers to identify new donors, prepare proposals and budgets and report to a variety 

of donors.  

 
MAIN RESPONSIBILITIES 

 Assist with identifying, applying for and managing ECFR restricted and unrestricted grants 
from a variety of donors (trusts and foundations, government, major donors and 
corporates).  

 

 Work closely with ECFR programmes and offices throughout Europe to assist them in 
reaching their fundraising targets  

 

 Assist with proposal writing and budget development. 
 

 Assist with financial and narrative reporting to donors. 
 

 Ensure grant and donor records are kept up to date and develop and improve fundraising 
materials. 
 

 Organise fundraising events to attract new or steward existing donors. 
 

 Carry out any other duties as may reasonably requested by the organisation. 
 

https://mail.ecfr.eu/owa/redir.aspx?C=404f92ef5f32439ea269af94ebd583dc&URL=http%3a%2f%2fwww.ecfr.eu


 
 
PERSON SPECIFICATION 
 
Essential 

 Degree educated or equivalent with relevant work experience. 

 Experience in a development fundraising environment, ideally at least one year’s experience.  

 Experience of developing fundraising proposals and budgets and/ or donor reports. 

 Able to work as well as part of a multi-disciplinary and multi-national team and to develop 
effective relationships across the organisation and across Europe. 

 Highly organised individual with strong attention to detail. 

 Excellent interpersonal and communication skills.  

 Fluent in written and spoken English essential 

 Able to work under own initative, manage multiple priorities and work towards demanding 
deadlines. 

 Proficient use of MS Office in particular Excel, Word, Outlook and PowerPoint. 
 

Desirable 

 Understand European foreign policy issues. 

 Experience of organising events. 

 Knowldge of another European Language would be an advantage 
 

 
TO APPLY:  
Please send a one-page covering letter (with ref: DevAsst15 in the subject line) and your CV to: 
recruitment@ecfr.eu. 
 
Please restrict your CV to no more than two pages of A4. Candidates must have permission to work 
in the EU.   
 
Closing date for applications: Wednesday 17th June 2015 at midnight 
 
Due to the large volume of candidates applying for positions within ECFR we will only be able to 
respond the applicants who have been shortlisted. If you have not heard from us within 7 days of 
the closing date, you have not been successful on this occasion. 
 
STRICTLY NO AGENCIES PLEASE 
 

ECFR is an equal opportunities employer. Registered Company and Charity in England and Wales 
Company Reg. Number 07154609 Charity Number 1143536 

mailto:recruitment@ecfr.eu

