
 
 

Job Description 

Position:  Development Coordinator 
 

Reports to:  Executive Director, Development 
 

Salary:   £28,000 - £32,000 per annum 
 

Hours:   37.5 hours 
 

Location:  Garrison Chapel, Chelsea Barracks, London 

 

The King’s Foundation 
 

The King’s Foundation provides holistic solutions to challenges facing the world today. We 
champion a sustainable approach to how we live our lives and build our communities, we run a 
diverse programme of  education and training for all ages and backgrounds, and we regenerate 
and care for places where communities thrive and that visitors enjoy.  
 

We work nationally and internationally but at the heart of  our organisation is the heritage-led 
regeneration of  the Dumfries House estate and its wider community, where our principles and 
philosophies are explored and put into practice.  
 

The work of  The King’s Foundation is inspired by our Founder and President, His Majesty The 
King, and his philosophy of  harmony: that by understanding the balance, the order and the 
relationships between ourselves and the natural world we can create a more sustainable future.  
 

We have a diverse and inclusive workplace, creating a welcoming, safe space for everyone. This 
means that every member of  our team can bring their whole self  to work. We encourage 
qualified applicants from a wide range of  backgrounds to apply to and join The King’s 
Foundation and bring their valuable skills and experiences.  
 

The Foundation is committed to the equal treatment of  all current and prospective employees, 
including the provision of  workplace adjustments.  
 

We do not tolerate discrimination based on protected characteristics (age, disability, sex, sexual 
orientation, pregnancy and maternity, race or ethnicity, religion or belief, gender identity, or 
marriage and civil partnership) or other difference such as socio-economic background or social 
origin. 

 



 
The Role: 

The post holder will report to the Executive Director, Development and work closely with the 
other members of  the Development Department. The role will be working across the entire 
supporter spectrum including High Net Worth Individuals, trusts and foundations, companies 
and regular givers. 

 

Key Tasks: 

• Be responsible for maintaining supporter records in line with internal protocols and 
adhering to GDPR and fundraising regulation guidelines. 

• Liaise with the Foundation’s Compliance Department on due diligence research and 
checks on new and existing supporters of  the Foundation and maintaining accurate 
records. 

• Be Responsible for monthly coordination and reporting to the Finance Department for 
the purposes of  financial reconciliation. 

• Research new sources of  funds in accordance with activities and objectives agreed by the 
Development Department and in accordance with the mission and vision of  the 
organisation. 

• Work with the Executive Director of  Development and the Events Coordinator on the 
management of  events at Dumfries House and other venues including the management 
of  lists and invitations. 

• Produce high quality reports for supporters as well as other reports and collateral as 
required during the year. 

• Provide administrative support such as minute taking and diary management for the 
Funding Approval Committee. 

• Undertaking any other duties commensurate with the role, within the bounds of  their 
own competence. 

 

Person Specification: 

The Development Department is a small team managing with a wide range of  activities at any 
one time, so we value a flexible approach to work, ability to multi-task, and a willingness to work 
co-operatively.  

 

Required Skills and Experience: 

• Highly organised coordinator with experience managing a diverse range of  projects at 
any one time. 

• Exacting eye for detail. 
• Excellent written and spoken communication skills. 
• Creative and innovative approach to work. 
• Competent IT skills. 



 
 

Other: 

• The post will be based at the Garrison Chapel, Chelsea Barracks, London, SW1W 8BG 
• Your working hours will be 37.5 hours, flexible around core office hours Monday to 

Friday. 
• You must have the legal right to work in the UK. 

 

Applications:  Please submit a completed Application Form together with a cover letter and CV 
(please   note one A4 page maximum each for CV and letter) to Gordon Watson: 
hr.recruitment@kings-foundation.org  

 

Closing date for applications: Sunday 31st of  March. 
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