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Fundraising Manager June 2022 - HcL
	JOB PARTICULARS:

	Post Tile:


	Fundraising Manager

	Service:


	HcL

	Location: 
	The location of the post is flexible. It is envisaged as being home based, with a requirement to visit our office in either Loanhead or Bathgate occasionally. 
· Administration and Registered Office is located at 24/3A Dryden Road, Bilston Glen Industrial Estate, Loanhead EH20 9HX. This also provides a base for service delivery in Edinburgh, Midlothian and East Lothian areas, with 17 vehicles and 28 members of staff.
· West Lothian service operates from 17a Inchmuir Road, Whitehill Industrial Estate, Bathgate, with eleven vehicles and nine members of staff.

	Hours: 
	Fixed two year contract.

18 hours on average per week, with flexibility to accommodate employees working patterns.

	Salary 
	£ 29,500 pro-rata

	Responsible to:


	Operations Manager

	MAIN DUTIES AND RESPONSIBILITIES: 

	Fundraising officer duties: 

1. Research fundraising opportunities, write grant applications to charitable trusts or statutory bodies (including Contracts for Public Tender Scotland) and explore grants and trusts funding opportunities for the charity

2. Build relationships both internally and externally including major donors or companies and make presentations

3. Manage set budget, ensure that targets are met and manage the funding pipeline

4. Account handling: ensuring major donors or companies are happy with their donation scheme  and are kept informed of progress and milestones

5. Devise and organise social media campaigns and events

6. Manage information, record the profile and fundraising activity of donors on the HcL database

7. Coordinate fundraising activities and gather case studies from service users

8. Provide updates to line manager and senior management team, highlighting any issues or concerns 

9. Develop papers on funding and new opportunities to the senior management team and Board of Trustees

10. Work in line with the values of HcL and show commitment to accessibility


	QUALIFICATION AND SKILLS: 

	1. Fundraising qualification or equivalent experience in a fundraising role
2. Excellent working knowledge of creating content for social media platforms, Microsoft packages such as Microsoft Excel and Word

3. Good knowledge of CRMs and effective database management
4. Experience of working with internal and external stakeholders
5. A track record of building and developing effective working relationships
6. Effective interpersonal, written and verbal communication skills 
7. Ability to manage own workload and meet deadlines and have a structured approach to problem solving
8. Experience of achieving funding over 75K per annum, with a strong emphasis on full cost recovery and experience of unrestricted funding is desirable 
9. Experience of Contracts for Public Tender would be desirable


	TRADE UNION MEMBERSHIP:

	Unite Union is recognised as the relevant Union for Membership.



	ADDITIONAL INFORMATION: 

	Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other HcL Policies, Procedures, operating arrangements, and other statutory responsibilities of employees. There will be a six month and twelve month review of the employees’ performance and the position.



	APPLICATION: 

	Applications should be sent to the details below, with a cover letter detailing why you are suited for the position and why you would like to work for HcL, and your CV.   A competency based interview will follow for those candidates shortlisted.

HcL strives to be an equal opportunities employer and will prevent discrimination, particularly on the grounds of sex, marital status, disability, race, colour, religion, sexual orientation, nationality, age or ethnic origin. HcL has a policy of no smoking in the workplace.

Please send completed applications to by the 14th July 2022 and interviews will be the 22nd of July: 

Kelvin Cochrane, Chief Executive, HcL 

24/3A Dryden Road 

Bilston Glen Industrial Estate

Loanhead

EH20 9HX


