RUDOLF STEINER SCHOOL, MBAGATHI
SPONSORSHIP AND FUNDRAISING ASSISTANT
Our school is seeking a Sponsorship and Fundraising Assistant to support the administration and coordination of its Fundraising and Sponsorship programme.
The role provides administrative, coordination, and communication support to the Sponsorship and Fundraising Programme. The role ensures accurate sponsorship records, effective sponsor communication, efficient programme administration, and compliance with confidentiality and child‑safeguarding standards.
The role involves managing sponsorship records, supporting donor communication, assisting with admissions processes for sponsored children, and contributing to fundraising and community engagement activities. 
PERSON SPECIFICATION
Essential Qualifications
· Diploma or Degree in Administration, Social Sciences, Development Studies, Communications, or a related field.
· Basic IT literacy (Word, Excel, email, databases).
Desirable Qualifications
· Training and experience in sponsorship, fundraising, Not- For Profit administration, or donor relations.
· Knowledge of child‑focused or education‑based programmes.
Essential Skills
· Strong administrative and organisational skills.
· Excellent written and verbal communication skills.
· High level of accuracy and attention to detail.
· Ability to manage confidential information with integrity.
· Competence in record‑keeping and data management.
· Ability to work collaboratively with staff, parents, and external stakeholders.
Key Competencies & Personal Attributes
· Integrity and commitment to child safeguarding.
· Professional, reliable, and self‑motivated.
· Strong time management and ability to prioritise workload.
· Cultural sensitivity and respect for families and sponsors.
· Willingness to learn and adapt in a busy school environment.
Experience in sponsorship, fundraising, education, or NGO environments will be an advantage.
The detailed Job Description is available on www.steinerschoolmbagathi.co.ke
If you meet the specifications, submit your detailed application to enquiries@steinerschoolmbagathi.co.ke the vacancy remains open until successfully filled.
Do not re-apply
