GREENOCK MEDICAL AID SOCIETY
JOB DESCRIPTION

Post


Fundraising Officer 
Accountable to
Admin Manager
Responsible to
Chief Executive/Head of Finance/ Executive Committee  
Objective
             Working closely with the Senior Management team and 



Executive Committee to support the development and 



implementation of a fundraising strategy, including timelines 


and targets. Facilitating  ways to raise funds for 




GMAS.
Job Summary
            The post holder will carry responsibility for creating and 



promoting a calendar of fundraising events to raise 




income for GMAS. 
To work with the Senior staff team to raise awareness of GMAS and understanding of GMAS in the local community.

Identify suitable business links, grant funding opportunities and community connections that will help increase income generation. Ensuring all adherence to fundraising regulations.



The post holders will also undertake duties as delegated by the 


Admin Manager, Head of Finance and the CEO
Qualifications
· Exemplary communication abilities

· Excellent organisational abilities and attention to detail

· At least 3 years of fundraising experience

· Quick thinker and ability to make decisions under pressure

Duties

1. Responsible for approaching local businesses, Local Authorities, Trusts, Foundations and individuals to secure funding
2. Working to budgets and regularly meeting or surpassing fundraising targets.
3. Organising and helping with fundraising activities such as sponsored or promotional events. Planning donation campaigns and analysing the performance of events and other fundraising activities for effectiveness and to identify areas where money can be saved.
4. Researching potential donors to gain insight into needs beliefs and donation habits to understand how to position our organisation to them and to effectively tell our story. By developing an understanding of the key aspects of GMAS work. 
5. To build upon existing donor relationships and form new donor relationships on a regular basis.
6. Using technology and social media where possible to improve fundraising activities. 
7. Collaborate with other organizations and groups within the community to build partnerships and enhance fundraising activities

8. Maintain complete and orderly records of donors and manage regular donor communications. Maximise recovery of tax on individual giving’s via Gift Aid.
9. Writing reports and press releases
10. Regular attendance at meetings providing timely reports of income generation. 
11. Responsible for maintaining a high standard of work in all areas of the job

12. The Fundraising Officer will comply with the appropriate range of Health Care policies and procedures, as defined within GMAS’s Policies and Procedures. The Fundraising Officer will also comply with the appropriate range of supplemental policy documents, e.g. Fire Policy, IPC (Infection Prevention & Control) and GMAS GDPR policy. 
This job description is not definitive and will be subject to review.

