
 
 

 
Volunteer Challenge Event Assistant Role  

Job Description         December 2018 
 
Time commitment: 2 half days per week or 1 full day 
 
Location: Camden Head Office 

 

1. Main purpose of the job 

 

Ovarian Cancer Action (OCA) is the UK’s ovarian cancer research charity. From funding 
scientists on the front line, to mobilising millions of people across the UK to take action – we 
are driven by a vision of a world without ovarian cancer and a belief that we can create a 
better future. 
 
The Volunteer Challenge Event Assistant role is a new role to help the OCA team operate at 
a high performing level during a busy and exciting moment in the Charity’s growth. They will 
be part of a small but energetic team who are passionate about taking action against the 
injustice of ovarian cancer. 
 
The Volunteer Challenge Event Assistant is a new role with a unique opportunity for an 
enthusiastic self-starter to support the challenge events calendar during our busiest months 
and Ovarian Cancer Awareness Month itself. 
 
To apply please send your CV and a covering letter (of no more than one page) explaining 
how you meet the person specification and why you want to volunteer at Ovarian Cancer 
Action to tom@ovarian.org.uk.  
 

2.  

Person Specification 
Essential 

• Advanced PC skills including MS office, Outlook, Excel, PowerPoint. 
• Good written and verbal communication skills with a wide range of people from all 

sorts of backgrounds. 
• Good interpersonal and team skills. 
• Highly organised. 
• Ability and willingness to solve problems in a practical way. 
• An interest in women’s health and / or the work that a research and campaigning 

charity is involved in. 
Desirable  

• Experience assisting with events organisation. 
• An understanding of Challenge Events or other areas of Fundraising. 
• Previous Raiser’s Edge database experience. 

 
3. Position in organisation 

 Reports to Challenge Events and Student Fundraising Co-ordinator 

 Main relationships Fundraising Team and wider OCA Team. Frontline contact with 
external stakeholders to supporters. 



 
 

4. Scope of the job and responsibilities 

 A. 

Post/mail outs 
 
- To undertake all posting of fundraising packs, welcome packs, fundraising and 

awareness materials to challenge event supporters. 
- To update the database and materials audit as appropriate.  
- Re-stocking the cupboards when needed. 
 

B. 

Supporting Individual Challenge Eventers 

- Help to provide a thorough supporter care experience. 
- Emailing and calling supporters to see how their fundraising/training is going. 
- Collating annual income and other data for the Challenge Eventer Fundraiser to 

analyse and update the database as appropriate. 

 C. 

Event Support  

- Attending and supporting at any events in 2019. 
- Recruiting other volunteers to attend events as part of our ‘cheer teams’. 
- Providing pre-event and post-event support to the Challenge Events Co-ordinator. 
- Supporting any event admin that needs to be done. 
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General responsibilities  
To contribute positively to the organisation including:  

- Be flexible within the broad remit of the post. 
- Be pro-active and self-starting and able to act on own initiative where necessary. 
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Benefits of volunteering with Ovarian Cancer Action 
We gratefully appreciate you volunteering your time to support our charity in our mission to 
save lives. In return, you will: 
 

• Gain experience of working in a dynamic and enthusiastic charity. 
• Gain experience of working in a growing fundraising team dedicated to reaching our 

income targets to continue to fund vital research. 
• Attend or sit in on some meetings, if appropriate, to contribute ideas or learn about 

the charity and our operations. 
• Training on the Raiser’s Edge database, the primary database used in charities 

nationwide. 
• Attend a tour of the Ovarian Cancer Action Research Centre, organised twice a year. 
• Have your travel and lunch reimbursed in line with our volunteer policy. 

 
 
This job description does not form part of your contract of employment. The duties laid 
down in this job description may change from time to time following a review and in 
consultation between post holder and Chief Executive 


