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Helping local people face incurable illness and bereavement, supporting them, their families, friends, and carers.

Recruitment pack
Legacy Officer
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Who is St Helena?


Here at St Helena, we believe that everyone living with an incurable illness has the right to live and die with choice, compassion, and dignity. Families deserve to be cared for and anyone coping with loss should be supported through their grief. 

Our vision is to create a community where everyone knows that as the end of their story draws near, they will be cared for and die where they choose to be; where loved ones can make the most of life together, surrounded by people who care and support one another. 

Since we opened in 1985, this belief drives us to provide the best end of life care and bereavement support to everyone in northeast Essex, not just today but for years to come. 
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Every year we support more than 4,000 local people facing dying, death and bereavement. 
By focusing on their physical, emotional, and spiritual needs, we aim to bring comfort and relief to all those who need it, offering the people of northeast Essex individual care and total support, regardless of their diagnosis or personal circumstances.
By visiting them in their homes, over the phone with our 24/7 advice line, and at the Hospice in Colchester, through all the smiles and all the tears we guide those who need us, because we believe in making every memory matter.
Not only do we support local people in our community facing incurable illness, but we also support adults and children living in northeast Essex through bereavement, regardless of how or where their loved one died.
St Helena is an independent charity, providing our services free of charge. The equivalent of 7 out of 10 of the patients and families we care for and support are funded by people in our local community giving donations, buying from our shops, playing our lottery, and leaving gifts in Wills. 
We rely on the help and generosity of our fundraisers, donors, and volunteers to continue to provide our services. Without them we wouldn’t be here.




What does the role entail?
	JOB OVERVIEW

	JOB TITLE
	Legacy Officer  

	DEPARTMENT
	Fundraising - Philanthropy

	LOCATION
	Hybrid – Home & Myland Hall, Barncroft Close, Highwoods, Colchester, CO4 9JU

	REPORTS TO
	Senior Philanthropy, Corporate & Legacy Manager 

	KEY WORKING RELATIONSHIPS

	· Senior Philanthropy, Corporate and Legacy Manager (line manager)
· Associate Director of Fundraising & Marketing
· Head of Fundraising
· Finance team, particularly around income recognition, receipting and legacy reporting
· Supporter Care and Data team to ensure accurate records, supporter preferences and GDPR compliance
· Fundraising colleagues across Individual Giving, In‑Memory and Philanthropy to support integrated supporter journeys
· Marketing team for the provision of accurate legacy information where required
	· Solicitors, executors, administrators, probate registries and co-beneficiaries
· Professional advisers and legacy sector bodies
· Family members and representatives of estates, handled with sensitivity and professionalism

	KEY PRIORITIES 

	The Legacy Officer will be responsible for the effective day to day administration of future and existing legacy income and cases, ensuring robust governance and compliance and stewardship:
· Be the point of contact for supporters’ questions when they are considering leaving a bequest to St Helena and to have a good understanding of St Helena structure, work and values.
· To ensure legacy awareness focus is on unrestricted income where this can be achieved, opposed to restricted.
· To build relationships with existing pledgers, including an annual update, birthday card and Christmas card.
· To identify opportunities for pledger stories for legacy awareness promotions.
· To work with the Philanthropy Fundraising Assistant to organise and administer the St Helena annual Wills Month promotion with local solicitors.
· Ensure all legacy cases are administered efficiently, accurately and in a timely manner
· Maintain full legal and regulatory compliance across legacy fundraising and income handling
· Provide clear, well organised legacy records and documentation to support auditing, reporting and forecasting
· Deliver a professional and compassionate experience for solicitors, executors and bereaved families
· Support the Senior Philanthropy, Corporate and Legacy Manager by ensuring the legacy pipeline is accurate, up to date and reliable
· Uphold St Helena Hospice’s values, reputation and standards in all legacy related communications and processes

	DUTIES & RESPONSIBILITIES

	· Administer all legacy cases from notification through to receipt of funds, ensuring accurate tracking and documentation whether by executor or Smee and Ford notification service. 
· Act as the first point of contact for routine enquiries from solicitors, executors’ estate representatives and co-beneficiaries
· Maintain detailed and accurate legacy records on First Class 4 and CRM, ensuring compliance with GDPR and internal data standards 
· Liaise closely with the Finance team to support correct recognition, allocation and reporting of legacy income 
· Monitor probate progress, including obtaining valuations and advice to maximise income for the charity, estate accounts and payments, following up appropriately and sensitively where required 
· Ensure all legacy activity complies with The Fundraising Regulator’s Code of Fundraising Practice, Charity Commission and HMRC guidance and Relevant legislation and St Helena Hospice policies
· Support audit requirements by providing clear, complete and well‑organised legacy documentation 
· Identify and escalate any disputed, complex or high‑risk cases to the Senior Philanthropy, Corporate and Legacy Manager 
· Prepare regular administrative reports on legacy status, pipeline and case progression 
· Support the ongoing development and improvement of legacy administration procedures and controls 
· Handle all correspondence and information relating to legacies with professionalism, discretion and empathy 
· Carry out any other reasonable duties in support of the legacy and wider fundraising team
· Keep up to date with industry related topics, including maintaining your knowledge of current legislation around IHT, CGT, s.119 requirements etc
· Play an active role with Senior Philanthropy and Legacy Manager promoting Gifts in Wills where necessary
· Be able to thrive in a busy administrative environment, balancing multiple priorities independently or as part of a supportive team

	PERSON SPECIFICATION

	ATTIRIBUTE
	ESSENTIAL
	DESIRABLE

	Qualifications
	· GCSEs (or equivalent) including English and Maths
· Evidence of ongoing professional development relevant to administration, fundraising, finance or data management
	· Certificate in Charity Legacy Administration (CiCLA) or willingness to learn
· Relevant qualification or training in fundraising, charity administration, law, finance or data protection
· Institute of Fundraising (CIOF) training or equivalent legacy‑related learning

	Experience

	· Experience working in probate or legacy administration, fundraising, supporter care, finance or legal environments
· Experience in an administrative or support role requiring high levels of accuracy and organisation
· Experience handling confidential or sensitive information in a professional setting
· Experience of working to policies, procedures and compliance requirements
· Experience liaising with internal colleagues and external contacts professionally
	· Experience within the charity, hospice, healthcare or public sector
· Experience using First Class 4 database to manage cases, records or income
· Exposure to audit processes or income reporting

	Skills & Knowledge

	· Excellent attention to detail with the ability to manage multiple cases simultaneously
· Strong administrative and organisational skills, with the ability to meet deadlines
· Good IT skills, including confident use of databases, spreadsheets and document management systems
· Understanding of the importance of GDPR, confidentiality and data protection
· Ability to follow systems, processes and compliance requirements accurately
	· Knowledge of legacy fundraising administration and probate processes
· Awareness of charity regulation, Fundraising Regulator guidance and HMRC principles
· Understanding of income recognition and financial controls in a charity context

	Communication
	· Clear, professional and empathetic written and verbal communication skills
· Ability to communicate confidently with solicitors, executors and bereaved family members
· Ability to explain information clearly and factually, with appropriate sensitivity
· Strong internal communication skills, working collaboratively across teams
	· Experience handling sensitive or emotive conversations with tact and professionalism
· Experience drafting professional correspondence for legal or financial audiences

	Qualities 

	· High levels of integrity, discretion and professionalism
· Empathetic, calm and respectful approach when dealing with bereavement‑related matters
· Reliable and methodical, with a strong sense of responsibility and accountability
· Commitment to St Helena Hospice’s values and reputation
· Willingness to learn and develop knowledge of legacy administration and compliance
	· Proactive approach to improving systems and processes
· Interest in legacy fundraising and the long‑term sustainability of hospice care
· Resilient and confident working with emotionally sensitive subject matter




	GENERAL - Applicable to all roles at St Helena


All of the above activities are governed by the operational policies, Standing Financial Instructions, policies and procedures and standards of St Helena as well as legislation and professional standards and guidelines.
All employees must comply with St Helena’s Equal Opportunity Policy and must not discriminate on the grounds of sex, colour, race, ethnic, or national origins, marital status, age, disability, sexual orientation or religious belief.
Employees have a responsibility to themselves and others in relation to managing risk, health and safety and will be required to work within the policies and procedures laid down by St Helena.  All staff have a responsibility to access occupational health, other staff support services and/or any relevant others in times of need and advice.
All employees have the right to work in an environment which is safe and to be protected from all forms of abuse, violence, harassment and undue stress.  All employees are responsible for helping to ensure that individuals do not suffer harassment or bullying in any form.  All employees will be personally accountable for their actions and behaviour in cases of complaint of harassment or bullying.


St Helena is a smoke free organisation. Smoking is not allowed in any St Helena premises.  If you would like help to give up smoking you should contact your GP or call the NHS Stop Smoking Help Line.
St Helena is a charity and all staff are responsible to ensure that funds are spent in the most sustainable and efficient way. Staff may also be encouraged to join fundraising and other business-related activities to promote the charity’s financial well-being.
	PERSONAL DEVELOPMENT


Be aware of own development needs and take appropriate action. Keep updated of evidence-based practice and government policies related to care. Act as an effective role model at all times.
	PROFESSIONAL DUTIES


To maintain personal professional status, ensuring that the requirements laid down by the relevant professional body for registration are compliant.
Exercise professional accountability as guided by the relevant professional body and maintained in accordance with the policies of the department and St Helena.
	ANNUAL APPRAISAL


The post holder will be appraised on an annual basis, and the process will include a review of the past year’s performance, setting of aims and objectives for the coming year and identification of educational needs. 
	TRAINING


All staff will undertake such training as is necessary to perform the duties allocated and any mandatory requirements of St Helena. This will include mandatory training in line with your job role. 
	QUALITY


St Helena aims towards maintaining the goodwill and confidence of its own staff and of the general public. To assist in achieving the objective it is essential that at all times, employees carry out their duties in a courteous and sympathetic manner. 
	CONFIDENTIALITY


Your attention is drawn to the confidential nature of information collected and used throughout the NHS. The unauthorised use or disclosure of patient, staff or other personal information is a dismissible offence. The unauthorised disclosure of information could also result in a prosecution for an offence, or action for civil damaged, under GDPR.



What is the team like?



What is the culture like?
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“It takes an amazingly special place with exceptionally special people to make the hardest times of your life turn into the most precious and so full of love.” 
 
 
The passion 
Whether you work within the clinical team, one of our support services or in the commercial team, each team member is incredibly passionate about what they do. 
Working for St Helena is a privilege. There are not many companies you could work for that really make a difference to the local community as St Helena does.  



This is not just a belief held by those working here; it’s feedback we often receive from the patients and families we [image: Text
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Can you really make a difference? 

38,048 calls received by SinglePoint from patients, families & health care professionals last year
4,478 local people St Helena cared for who faced death, dying & bereavement in 2025/26





The benefits
Not only is working at St Helena rewarding, but there are also a vast number of benefits too!

Next steps
We hope we have given you a bit of an idea of what an amazing place St Helena is to work and you’re keen to find out more!
Here are the next steps:
1. To find out more about St Helena, please visit our website. 

2. Apply for the position!

3. Please contact us on the details below if you have any questions before or after you apply, we’ll be happy to talk through!

4. Follow us on social media @StHelenaHospice to keep in the loop! 

We look forward to meeting you!

Contact us :
Rosalyn Leclercq, Senior Philanthropy, Corporate & Legacy Manager
Email: rleclercq@sthelena.org.uk
Direct Tel: 01206 646159
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Associate Director for Fundraising and Marketing



Fundraising Manager -Events, Challenges & In Memory
In Memory and Individual Giving Stewardship Officer
In Memory Events & Appeals Fundraiser
Events & Challenges Officer



Head of Fundraising


Senior Philanthropy, Corporate & Legacy Manager
Senior Corporate Fundraiser
Legacy Officer 
Philanthropy Fundraising Assistant


Fundraising Manager - Individual Giving & Community
Community Fundraiser (Tendring)
Community Fundraiser (Colchester)
Individual Giving Officer
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