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JOB PROFILE
	Basic Details

	

	Job Title:  Administrative Officer/Panel Secretariat
	This full-time role comprises two distinct part-time .5 FTE positions. 

	Salary: £24,500 per annum
	Hours: 35 hours per week.  A system of ‘time-off-in-lieu’ is operated for additional hours worked in excess of contracted hours.


	Leave:  25 days per year & public holidays
	Location: Working from Institute of Fundraising’s Edinburgh office, but necessitating travel as required.


	The Institute of Fundraising is an equal opportunities employer. It is fully committed to ensuring that the only criterion that governs matters of recruitment is merit alone


	Reporting Structure

	Reports to: 
Head of Scotland, Institute of Fundraising; and
Chair of the Scottish Fundraising Standards Panel for all Panel-related activity



	About the Scottish Fundraising Standards Panel

	The Scottish Fundraising Standards Panel was established for the purposes of overseeing enhanced self-regulation of fundraising in Scotland, to be responsible for fundraising standards in Scotland and to handle fundraising complaints related to Scottish registered charities. The core functions of the Panel are:

(i) to oversee fundraising standards in Scotland; and

(ii) to oversee fundraising complaints.




	About the Institute of Fundraising Scotland

	The Institute of Fundraising (IoF) is the professional membership body for fundraising. We support fundraisers through leadership and representation; best practice and compliance; education and networking; and we champion and promote fundraising as a career choice. We currently have over 600 individual members in Scotland.

 


	Job Description - 


	Purpose of Job:
As Secretariat to the Scottish Fundraising Standards Panel, the post-holder will provide administrative support for the panel and participate in the development of written guidance for the sector in Scotland.

As Administrative Officer with IoF Scotland, the postholder will support the Head of Scotland and IoF Scotland committees ensuring that the Edinburgh headquarters is run effectively and efficiently. 

Key responsibilities (Panel Secretariat):
· To develop effective links between key stakeholders including the Fundraising Regulator, OSCR, Institute of Fundraising, SCVO and Scottish Government;
· To support the day to day functioning of the Panel, including preparing the cases for consideration by the panel; organising the meetings of the Panel and recording, drafting Panel reports for sign off, organising the training of the Panel members and administering the outputs from the Panel sessions;  

· To support the Panel, particularly the Chair, on all aspects of external communications and policy development, including the maintenance of the Panel’s website and Twitter account;
· To contribute to the development of key pieces of guidance and written support for the website, for charities and for OSCR;
· Gathering complaints evidence and reviewing complaint data trends (including data from the Fundraising Regulator);
· Establish and maintain the Panel budget and mechanism for keeping Panel up to date with finances;
· Administration of Panel expenses and payments;
· Establish MOUs and information sharing agreements with relevant key stakeholders;
· Maintains up to date records for Panel register of interests.
Key responsibilities (IoF Administrative Officer):
· Provide administrative support to the Scotland Office, the IoF Scotland Executive Committee and its subcommittees.
· Act as secretariat/minute taker.
· Be the key point of contact for all enquiries and provide excellent customer service at all times.
· Maintain records of all income and expenditure, ensuring that all payments and invoices are prepared and processed on time. 
· Maintain CRM records ensure they are fully up to date and correct at all times.
· Support Events and Marketing Officer with administrative and logistical support

· Represent the Institute of Fundraising Scotland at events as directed by the Head of Scotland.


	Person Specification

	Essential
	· Experience of delivering high quality administrative support and secretariat functions, including minute-taking;
· Experience of using content management systems and databases; 

· Strong, organisational and prioritisation skills with an analytical approach to work, be able to manage multiple work streams while working under own initiative (within agreed parameters) to meet objectives;

· Highly numerate, with experience of managing finances.

· Outstanding interpersonal skills;

· An understanding or experience of the voluntary sector and charity fundraising in Scotland and the UK;



	Desirable
	· An awareness and understanding of the challenges and opportunities of working within a cross-border organisation.


	Reflecting our values
	· Passionate: takes pride in what we do and is driven by success.

· Professional: champions and achieves high standards and is governed by professional integrity.

· Enabling: helps and is empowered to take ownership, find solutions, make decisions and collaborate.

· Enterprising:  open to new solutions and committed to delivering where we already excel.

· Respectful: honest and fair and treats everyone with consideration and respect.


	Circumstances
	· Able to work outside office hours on occasions.

· Occasional travel within the UK


