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ROLE DESCRIPTION
	Job Title:
	Fundraising & Marketing Assistant


	Division Name:
	Charity Services


	Department Name:
	Fundraising


	Location:
	Edinburgh


	Geographical Focus of Role
	Scotland-wide


	Contractual Status of Role:


	Permanent


	Hours:
	35 hours per week worked between Mon-Fri 
(occasional evenings and weekends)


	Job Title of Line Manager:
	Director of Charity Services


	Job Titles and number of any direct reports 
	None


	Salary Scale:


	£19,000 - £23,000pa  dependant on experience

	Job Purpose:
	To provide administrative support to fundraising and marketing initiatives and create and maintain efficient processes for managing donor information and income.


	Main Responsibilities
/ Deliverables:

	· To give general support to members of the fundraising team while implementing the fundraising and marketing strategy.
· Responsible for day-to-day administration including taking calls, monitoring shared inboxes and written correspondence with supporters.

· Use the fundraising database (Raiser’s Edge) to log financial information, process donations and Gift Aid, update donor information and provide accurate and timely reports.

· Monitoring and administering online giving pages.

· Work with colleagues across the organisation to deliver a positive and effective supporter experience.

· Support individual giving and the delivery of fundraising campaigns, to include direct marketing across multiple channels. 
· Liaise with external suppliers. 
· Create fundraising and marketing materials using traditional and digital media. 
· Support community fundraising and events. Liaise with event participants, attend on the day and analyse results. 
· Support corporate fundraising. Research companies and support the corporate fundraiser with account management.
· Support charitable trust fundraising. Research charitable trusts and keep accurate records.

· Support fundraising volunteers.

· Update the fundraising pages of the website and provide social media support.


	Quantitative Aspects of Role:
	Contribute to the fundraising team meeting their financial targets. 


	PERSON SPECIFICATION


	Experience
	· At least one years’ experience of working in a busy fundraising environment (desirable).
· At least one years’ experience of liaising directly with supporters and donors (desirable).
· Database experience (knowledge of Raiser’s Edge desirable).
· Experience of financial reconciliation.

· An awareness of data protection issues and the ability to work with confidential sensitive information.
· Experience of updating websites using a content management system.


	Knowledge
	· Knowledge of current trends and techniques in the fundraising sector (desirable).

	Skills
	· Excellent organisational skills.
· Knowledge of Microsoft IT packages.
· Excellent written and verbal communication skills.
· Knowledge of basic design and video editing software e.g. Canva and WeVideo. 
· Able to manage a diverse and demanding workload.
· Ability to work with team colleagues in a manner consistent with the values or the organisation and the highest levels of empathy with the mission of the charity.

· Flexible, adaptable and willingness to engage in self-development.



	Qualifications
	Not applicable.


	Additional Requirements:
	· Member of Institute of Fundraising (desirable)

· The role requires occasional travel in Scotland possible overnight stays
· An understanding of and commitment to equal opportunities
· Commitment to work alongside and support volunteers 
· Commitment to the aims and vision of Age Scotland and an ability to demonstrate those values in your work
· Employees are expected to undertake any and all other reasonable and related tasks allocated by their line manager.
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