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Job Description: Fundraising and Communications Officer
Positive Help provides practical help to people affected by HIV and Hepatitis C (HCV) in

Edinburgh and the Lothians. With over 30 successful years experience of working with adults and children we provide practical assistance to access treatment and support. 
The COVID-19 pandemic showed our services are needed even more as health inequalities grew.  The Fundraising and Communications Officer will play a key role in the team of dedicated staff who will help to respond to these inequalities in our community.  You will identify, generate and grow charitable income to underpin Positive Help services by managing a portfolio of Trusts, Foundations and Grant making bodies, creatively stewarding existing relationships and maximising future opportunities.

Working with the CEO you will strengthen, develop and maintain the excellent relationships already built up with our current stakeholders and will develop the Fundraising and Communications Strategy to further enhance income and build awareness of the organisation as a whole. 
Your storytelling will articulate the life-changing impact of our services and communicate the significance to funders, key stakeholders and the general public through a variety of media. Your communications will help us reach adults and families who are yet to be supported and ensure we are reaching those who need us most.
Being a member of a small staff team you will become an active part of office ensuring that services are delivered through answering calls and actioning them when required. The postholder will need to develop a thorough understanding of the ethos and aims of the organisation and become knowledgeable and up-to-date about its services and developments. 
Location: currently home working with an expectation of future re-phasing of returning to a minimum of 1 day per week in the Positive Help office, 139 George Street, Edinburgh
Salary: £22,500-24,500 (pro rata)
Hours: Part time 21 hours per week. Flexible working hours, Monday-Friday. This is a permanent role with a probationary period of six months.

 Main duties 

Fundraising from Trusts, Foundations, Corporates and Other Campaigns

· To develop and implement the robust and dynamic fundraising strategy to meet fundraising targets agreed with the CEO. 
· To build and manage excellent relationships and communications with key contacts in trusts, foundations and other stakeholders.
· To create and submit compelling funding applications to trusts and foundations.

· To maintain accurate funder and donor records on the Positive Help systems.
· To research and advance a programme of corporate, community fundraising and other campaigns.
· To coordinate occasional fundraising activities involving staff and volunteers. 
· To adhere to fundraising standards to ensure the fundraising activities of the charity are ethical and in line with Positive Help’s policies.

Communications

· To promote, publicise and increase the profile of Positive Help in line with the Positive Help Strategy.

· To lead on managing social media channels and the website. Source and generate excellent content for all platforms in line with the Fundraising and Communications Strategy.

· To work closely and build relationships with staff and volunteers across the organisation to identify and produce good news stories and case studies for press, website, funding applications and reports.
· To carry out effective marketing and communications by writing, editing, co-ordinating and publishing highly effective content and materials across various communication channels, including e-bulletins, emails and marketing materials.
· To be responsible for preparing the communications for the Annual Report.

General

· Occasional evening and weekend work will be required. This may include being part of a ‘on call’ rota for the out of hours phone to cover other staff holidays.
· To undertake other tasks, as assigned by the CEO, to develop and promote the services of Positive Help.

Accountability

The Fundraising and Communications Officer will be accountable to Board of Trustees of Positive Help and responsible to the CEO..

Holidays

35 days pro rata including public holidays.  
Pension

6% Employer contribution 

Person specification

Experience

Essential

· Evidenced experience of successful funding applications to Trusts and Foundations
· Experience of working with a range of stakeholders

· Experience of Database administration

· Experience in use of social media 
· Experience of writing for a variety of media formats

Desirable

· Experience of using Salesforce

· Experience of Corporate and Event fundraising

· Experience of managing websites and blogs

Knowledge and skills

Essential:
· Excellent written and verbal communication skills with the ability to adapt

 
communications to different audiences

· Excellent IT skills, in particular Outlook, Word, Excel and Powerpoint and effective use of databases 

· Excellent attention to detail

· Good organisational and workload management skills with the ability to prioritise and manage a busy workload

· Effective interpersonal skills, with the ability to develop strong relationships

with supporters and stakeholders
· Ability to grasp new concepts quickly and having the confidence to implement them

· Effective research skills and the ability to analyse and use information from different sources.
· Understanding of project budgeting.
· Ability to work as part of a small team and contribute to the development of the organisation.
· Ability to work with minimal supervision.
· Empathy with the needs of people affected by HIV/AIDS and Hepatitis C and a commitment to the aims and objectives of Positive Help.

Desirable:

· Experience in a marketing role. 
The Fundraiser will be expected to undergo a PVG check.
