
 

 

 Business Development Assistant 

Role Description 

 

 

About MyBnk 

MyBnk is an award-winning UK financial education charity specialising in creating and delivering high 

impact (and fun) money management programmes for 7-25 year olds. We are recent recipients of the 

Guardian Charity Award, Children & Young People Now Leaving Care Award and the Centre for 

Social Justice Poverty Prevention Award.  

We are the UK’s leading developer of financial and enterprise education programmes for young 

people and create, write, design and deliver workshops in both school and non-school settings which 

include reaching vulnerable young people who are most in need of money management skills. 

Our experts deliver a range of workshops covering topics such as budgeting, tax, debt intervention, 

university finance and social enterprise to 7-25 year olds in schools and youth organisations. We 

sometimes also design projects and training programmes for other organisations. 

Since 2007, MyBnk has helped arm more than 250,000 young people with the skills to manage their 

money and make informed financial choices. Our work provides young people with the ability, 

knowledge and confidence to overcome their financial barriers, live independently and fulfil their 

aspirations in life. Our young people also gain valuable employability skills through our workshops, 

helping them with their employment.  

Our projects are independently proven and evaluated so we know they work! 

MyBnk’s Mission and Vision 

Mission: to empower young people to take charge of their 

futures by bringing money to life.  

Our core values are the basis for everything we do, including 

#youthattheheart of our work, which ensures that everything 

we do makes the greatest possible #impact.  

The Role  

Background 

We are seeking a capable and proactive Business Development Assistant, with relevant experience, 

who would like to develop their fundraising career. Supporting the Business Development Manager 

Role Title Business Development Assistant 

Location MyBnk Offices: 5-15 Cromer Street, London WC1H 8LS 

Duration Permanent  

Reporting to Business Development Manager  

Salary £25,000 - £26,000 depending on experience 

Closing Date 3rd August 2020 

Our Vision: 

A financially capable and 

enterprising generation. 



 

 

 Business Development Assistant 

Role Description 

and the Commercial Director you will help achieve an overall income target from trusts and 

foundations of £1.9m pa. Your first-hand experience of charity fundraising will enable you to take 

direct responsibility for a number of accounts with your own fundraising goals.  

You will work within an organisation which consistently exceeds its targets and delivers significantly 

positive outcomes for young people. 

Responsibilities 

 Your role is to:  
- Build and manage your own funder portfolio by introducing new opportunities and 

managing MyBnk’s existing relationships with a number of current supporters. 

- Generate further revenue by maintaining and building these relationships and positioning 

MyBnk for continuation funding. 

- Leverage your knowledge to research, prospect and build new relationships across a 

range of income streams; predominately with corporate donors, and trusts and 

foundations, but possibly including statutory bodies and major donors. We will agree a 

specific fundraising target for you within the team. 

- Manage multiple deadlines for both new funding proposals as well as manage reporting 

requirements within existing funding agreements. 

 As part of your job you will need to accurately log opportunities and activities using our 

Salesforce CRM database. You will maintain and report the data necessary to efficiently 

support our relationships with those that fund us.  
 You will familiarise yourself with MyBnk’s mission and current specific programmes and 

activities in order to creatively pitch projects which support growth, sustainability, and help 

achieve our wider organisational objectives.  
 You may take leadership of an area of income generation, depending on experience, 

aptitude, and ambition, for example community fundraising, major donors or legacies.  
 There will be an opportunity to get involved with major projects and commercial income 

generation as part of the overall MyBnk team.  
 

Person Specification 
You must have: 

 Relevant experience working in a fundraising role, managing relationships and raising money. 
 Excellent verbal communication skills to be able to engage in professional discussions 

internally, and to represent MyBnk externally, to a range of stakeholders. 
 Excellent written communication skills, with exceptional attention to detail, to understand 

requirements and to convey messages in a clear and understandable way to internal 

colleagues, (incl. managers), external organisations, and the public.  
 Excellent organisational skills as you manage competing deadlines, and oversee projects for 

funders, including managing budgets and tracking progress against outputs. 
 The ability to research, interpret and prioritise data from various sources, analyse findings and 

present them clearly and accurately in a way that meets desired outcomes. 

 The ability to project passion regarding MyBnk’s aims and objectives. 

 A commitment to working within a small and growing team that goes the extra mile. Be 

comfortable with multi-tasking, working pro-actively and independently towards both personal 

deadlines and the goals of the wider team. 

 An understanding of database and spreadsheet-based programmes such as Excel. 



 

 

 Business Development Assistant 

Role Description 

Desirable: 

 A knowledge of Salesforce, or other CRM databases. 

 An interest in working to support young people to make positive transitions to adulthood. 

 Experience of coordinating or managing volunteers 

 

Benefits 

Our organisation currently has 38 staff with a Head Office in the heart of Kings Cross. We pride 

ourselves on being a great place to work with a culture which is genuinely inclusive and progressive. 

A lot of our team have been with MyBnk for many years, and those that leave never really leave and 

keep involved in some form or another. 

Each department has their own event each year (which they get to choose) as well as an overall team 

Christmas and Summer office party. In addition there are many other get-togethers throughout the 

year including watching team members in pantomime! We have weekly quiz games (Trivia Tuesday) 

and random trivia and share Wow! stories in our monthly team meetings. Here’s what a couple of our 

long-term people say about the culture at MyBnk: 

“‘Working for MyBnk is like being part of a family! A really fun, creative and collaborative 

atmosphere full of people keen to succeed and make a real difference” 

“Nowhere else I’ve worked has had such a strong feeling of togetherness and camaraderie as 

MyBnk. Being a part of a small team, all of whom are clearly working towards the same goal with 

the same passion is a wonderful experience.” 

 MyBnk offer the following additional benefits -  

 25 days per year annual leave, pro rata full time equivalent (plus bank holidays) 
 Pension scheme  
 Income protection insurance  
 Death in service insurance 
 Cycle to work scheme 
 Annual training allowance 
 Enhanced maternity, paternity and adoption leave and pay 
 Flexible working policy 
 Season ticket loans 

 

Application Process  

Please send a CV and covering letter to jobs@mybnk.org. In your covering letter please 

outline how your qualifications, experience and skills meet the person specification. 

If you have any questions about this role please contact Maddy Berry on 020 3581 9920 or email 

madeleine@mybnk.org 

mailto:madeleine@mybnk.org

