
 

 

 

 

Fundraising & Communications Assistant 
 

 

REPORTS TO: Head of Fundraising & Communications 

 

HOURS: Part time (min. 15 hours / week), with flexibility to increase as workload requires.  

 

This is a self-employed (consultancy) role. The successful applicant will be responsible for payment of 

any taxes or national insurance arising from the performance of, and remuneration for, the work duties 

as appropriate to their country of residence, as well as submit hours logs and invoices for their time each 

month. 

 

 

GENERAL INFORMATION: 

The Manta Trust was founded in order to turn the tide for mobulid rays, by co-ordinating global 

research and conservation efforts around manta rays, their relatives, and their habitats. We are currently 

seeking a dynamic communications and fundraising specialist to join our growing central operations 

team. 

The F&C Assistant will join the Manta Trust Core Operations team, and work predominantly as part of a 

three-person cross-disciplinary Fundraising & Communications sub-team. They will play an integral role 

in crafting and delivering the charity’s social media strategy, planning and managing new fundraising 

initiatives, and assisting in the creation of professional multimedia materials. Whilst this role is home-

based, the right candidate will be able to effectively and regularly communicate with their F&C 

colleagues, as well as work independently to complete assigned tasks. 

This is an excellent opportunity for a creative writer, multimedia manager and social media expert to join 

a close-knit, innovative and international team that’s focused on delivering a sustainable future for one 

of the ocean’s most charismatic inhabitants. 

 

 

CORE REPONSIBILITIES: 

 

Social Media & Communications: 

  
 Implementation and ongoing management of all aspects of social media and content, incl. 

content calendar; 

 Represent MT at events, give presentations; 

 Deal with all media enquiries e.g. article and photo requests; 

 Gather content for and send monthly newsletters. 

 



Operations/Administration: 

 Act as Administrator for MT emails; 

 Manage Manta Trust mailboxes and enquiries. 

 

Fundraising: 

 Research fundraising opportunities and assist the Head of Fundraising & 

Communications with fundraising related tasks and administration. 

 Support the implementation of the Manta Trust fundraising strategy 

 

 

 

ADDITIONAL / SHARED RESPONSIBILITIES: 

 

Web and Graphic Design: 

  
 Support the production of marketing materials e.g. brochures, grant proposals, reports 

etc; 

 

 Help with maintenance of the Manta Trust website (Squarespace). 

 

 Help manage and create regular content for upcoming MT Fundraising & Comms 

initiatives. 

 

 

 

QUALIFICATIONS, SKILLS & EXPERIENCE REQUIRED: 

 

Prior Experience: 

 

 Experience in social media management, including creating and co-ordinating novel content. 

 

 Excellent understanding of marine conservation issues, and demonstrable knowledge of 

manta research, conservation, and the work of the Manta Trust. 

 

 Knowledge in communication and/or campaign strategy execution and implementation. 

 

 Experience in organising and driving public events and raising funds for charity. 

 

 Degree in Biology / Zoology / relevant biological science, OR in Marketing / Fundraising / 

Digital Communications, OR equivalent relevant experience. 

 

 

 

 

 

 



Essential Skills: 

 

 Proficiency in using Adobe Lightroom for Photo Archive management, and Adobe 

Photoshop for the creation of custom digital graphics. Has access to at least Adobe 

Photoshop CC and Lightroom CC. 

 

 Familiarity with MailChimp and Squarespace. 

 

 Familiarity with social media management software (e.g. Buffer App). 

 

 Forward thinking, innovative, and creative mindset and personality, that will help push 

Manta Trust’s mission forward through the use of social media and fundraising. 

 

 Excellent communicator and team player, capable of working independently, as well as in a 

small team. 

 

 Excellent writing skills. 

 

 

Desirable Skills: 

 

 Proficiency in using Adobe InDesign, Illustrator, and/or Premiere Pro. Has access to the 

entirety of the Adobe Creative Cloud services. 

 

 A basic understanding of media licenses and contracts. 

 

 Ability to compile reports on social media analytics. 

 

 Experience in writing grant applications and proposals. 

 

 

 

TO APPLY: 

Please submit the following to info@mantatrust.org, with ‘F&C Assistant Application + ‘Your Name’ in 

the subject line, by 17:00 BST on 15
th

 August 2018. Applications submitted after this deadline will not 

be considered. 

 A detailed covering letter 

 Resume / C.V 

 Contact information for two relevant references. 

 Optional - any additional evidence of relevant experience you feel will support your application 

(e.g. image portfolio, examples of past work, links to digital content or events you have 

managed). 

 

Short-listed candidates will be invited to Skype interviews with existing members of the Fundraising & 

Communications team, and the Director of Operations.  

mailto:info@mantatrust.org

