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Job Title
Information Officer (Funding)


Salary

B2 (£27,119 to £31,154)
Location
Edinburgh, Glasgow or Inverness


1
Job context 
SCVO believes the voluntary sector is vital to Scotland’s economy and society. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our purpose, therefore, is to support, promote and develop a confident, sustainable voluntary sector in Scotland.

Falling incomes and rising demand for services leaves third sector organisations facing a 
perfect storm if they cannot access new funding streams. The voluntary sector tells us that 
funding is the single biggest issue they face. This makes it a priority for SCVO and in response 
we launched Funding Scotland – an online search tool to enable organisations to 
identify and 
target relevant funders.

Funding Scotland is now one of the key information and capacity building services SCVO 
delivers. It offers organisations and individuals up to date, high-quality and often difficult to 
source information on vital funding opportunities. Basic searches on the database are free and 
at any one time there are over 1,300 funding opportunities available to search. These 
opportunities include grants, loans, prizes and other support. Funding Scotland also offers a 
premium service to both members and the wider sector. The premium service gives 
access to a range of tools to help manage funding information and optimise searches, as well 
as email bulletins and alerts to help organisations engage with the latest opportunities.
This post sits within SCVO’s Information Service and the wider Membership and Support 
Services Team. As well as having specific responsibility for Funding Scotland, the postholder 
will be expected to contribute to the day to day work of the Information Service, including 
responding to enquiries and providing specialist information and guidance to third sector 
organisations. 
2
Person specification 


Candidates will be expected to demonstrate the following range of experience and skills:


Essential
· Experience of working in or with the voluntary sector and an understanding of topical issues
· Knowledge of the funding landscape 
· Experience of researching and summarising written information from multiple sources

· Experience of providing information and guidance (preferably to organisations)
· Excellent written and oral communication skills
· Ability to anticipate and meet deadlines and adapt quickly to changing priorities
· Excellent interpersonal and team working skills
· 
Excellent IT skills

Desirable
· Experience of the Salesforce database system

· Experience of writing for the web/email newsletters and of using social media in a work environment

3
Specific duties
The Funding Scotland officer will:

· Be responsible for Funding Scotland funding searches and services. 
· Be responsible for the provision of high-quality information and guidance. Including researching, writing and maintaining funding information to ensure that the information is accurate, continually reviewed and updated and new funding opportunities are sourced. 
· Work with service users, stakeholders and clients to ensure that SCVO’s Information Service meets their needs. The post holder will be responsible for identifying and delivering ways SCVO can support front line organisations. This includes:

 

· Researching, writing and updating information on the SCVO website

· Responding to enquiries for information and guidance
· Working across SCVO to support the sharing of funding information. For example, by collating information from funders, creating the weekly Funding Scotland bulletin and liaising with TFN to provide regular funding news and information updates to the sector.
   Additionally, the postholder will be expected to:

· Demonstrate a collegiate approach to service delivery and assist with general enquiries and the provision of information and guidance through SCVO’s Information Service.

· Contribute to the monitoring and evaluation of services and strive for continuous improvement.
· Consistently demonstrate SCVO’s values in action and challenge others to do the same.
· Embrace culture change and model desired behaviours across the organisation.
4
Reporting
The postholder will report to the Head of Membership and Support Services.
5

Location
This role could be based in our Edinburgh, Glasgow or Inverness hubs. Travel may be required on occasion. 
6
Further information

Informal discussion of this position is welcome.  Potential candidates wishing further information should contact Moira Tasker at moira.tasker@scvo.org.uk
7
Equal opportunities statement

SCVO wishes to increase the diversity of its staff and welcomes applicants from all sections of the community, particularly from people with disabilities and people from black and minority ethnic communities, currently under-represented within SCVO.  SCVO’s offices are fully accessible for people with mobility issues.

SCVO will give full consideration to all requests for flexible working, part-time working or job sharing, both from external applicants and current members of staff. If you would like a copy of SCVO’s Equal Opportunities policy please contact hr@scvo.org.uk or 0131 474 8004.  
8
To apply

SCVO will accept e-mailed applications.  Please e-mail to recruitment@scvo.org.uk by 12 noon on the closing date.  Paper applications should be sent marked Private & Confidential to:

Recruitment, SCVO, Mansfield Traquair Centre,15 Mansfield Place, Edinburgh, EH3 6BB

Closing date for applications:
Wednesday 20 November (by 12 noon)
Interview date:


Monday 25 November
(in Edinburgh)

9
Major terms and conditions

A full package of terms and conditions is available.  Key features include:

Grade/salary:


B2 (£27,119 to £31,154)
(Appointments are normally made on the minimum of the scale)

Increments:
To maximum point of scale on completion of two years’ service. 

Annual leave:


28 days plus 6 public holidays 

Cost of living increases: 
on 1 April each year

Pension:
SCVO offers a Defined Contribution Pension Scheme to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary sacrifice option is available.
Probationary period:

6 months

Hours:



35 hours per week 
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