Assistant Director - Fundraising and Administration
Key roles and responsibilities

· Manage Fundraising and Administration Team
· Work with the Director to support and manage the wider staff team to ensure a collegiate working environment between Admin/Funding and service delivery

· Lead on the implementation and delivery of our Fundraising Strategy
· Implement robust systems that will support all aspects of fundraising for the charity
· Develop with the Director and Trustees a strategy for targeting Corporates and HNWIs 
· Lead on the generation of creative and impactful messaging, promoting the impact of HSGS services to ensure applications, proposals and pitches are successful and align with our strategic objectives.

· Work with the Director to manage key partnerships and develop new relationships to support our service promotion and develop fundraising opportunities.
· Develop and manage budgets (currently of circa 600k)
· Attend forums, workshops and seminars relevant to the development of the scheme.

· Keep abreast of Local Government and Scottish Government policies, outcomes and funding opportunities

· Research social environment of local communities through network meetings and liaison with local organisations
· Provide advice and support for the Director on all matters relevant to area of responsibility

· Work closely with the Board of Trustees to ensure joint approaches to fundraising

Funding
· Manage fundraising team to secure adequate funding for the organisation through Grants and Trusts, partnerships, community fundraising and development of other sources of funding
· Proactively identify funding opportunities, research, prepare and submit bids to funders

· Manage fundraising team to ensure funding applications and reports are completed within time and to the highest standard

· Ensure recording systems are able to capture accurate, adequate and relevant information required by funders
· Contribute to a culture that is proactive about fundraising and seeks growth
Finance 
· Manage Finance Officer to ensure all legal and organisational requirements are met, liaising with Home Start Glasgow South Treasurer
· Set and implement budgets with Finance Officer in accordance with scheme commitments and funder’s expectations

· Manage organisational and project budgets with Finance Officer

· Provide fundraising reports and updates for the Board of Trustees 
· Work with Director & Finance Officer to produce and maintain Management Accounts

General 

· Carry out other associated duties as they may arise, develop or be assigned in line with the broad remit of the post 
