Development Officer

Salary: £26,000 (pro-rata)
Reporting to: Chief Executive and Board of Trustees
[bookmark: _Hlk112678082]Working from: Home-based but with a requirement to attend some meetings/events based elsewhere

Hours: 21 per week, which can be worked flexibly
Term: Fixed term contract for 12 months.  Scope to extend beyond this will be subject to funding and need. 
Job Purpose: Working closely with the Scottish Hazards’ Chief Executive, Board of Trustees and charity staff and volunteers to lead the active development of a strategic plan for improving Scottish Hazards’ operations.  Implementing elements of the strategic plan throughout, focussing on systems, fundraising and awareness raising, along with event management and administration duties. 

Systems Support & Service Development
Plan for the systematic review of the charity’s policies, procedures and systems and implement new/revised versions as required.  A key aspect of this will be migrating email,  document, calendar and task management to Microsoft 365. 
Identify gaps and opportunities in service provision and work with the Chief Executive and the Board of Trustees to create a strategic plan for developing these areas. 
Work with volunteers to evaluate the uptake, effectiveness and impact of the charity’s services using qualitative and quantitative methods.

Fundraising Strategy
Develop and implement a fundraising strategy to encourage regular donations from individuals and trade union branches. 
Create and manage a supporter database.  
Ensure timely acknowledgement of donations, and ongoing communication with supporters/donors. 
Research and apply for new grant and trust funding opportunities, then subsequently report on any awarded. 
Organise, co-ordinate and oversee fundraising activities and events.

Raising Awareness  
Increase awareness of Scottish Hazards by developing and implementing a strategy for promotion and publicity in order to increase use of our advice and support services.  
Ensure content on our website and social media channels is up-to-date and engaging. 
Working with the Chief Executive and Trustees to develop regular communications with key target groups, including politicians, Citizens’ Advice Bureau, medical professionals, and others. 
Sharing relevant information with workers and trustees from other organisations. 

Event Management
Assist in the organisation of the Scottish Hazards annual conference and deal with admin and conference account management
Participate in running our Scottish Hazards stall at trade union conferences
Provide support to the Chief Executive around International Workers’ Memorial Day events
Provide administration support where training courses are being provided. 

Administration Task
Oversight of charity contracts such as phone, insurance, etc, ensuring appropriate renewal and best value for money 
Managing the CAF Donate portal used for fundraising activities. 

Person Specification

Essential 
· Commitment to the values and vision of Scottish Hazards; 
· Excellent communication and administration skills; 
· Knowledge of governance in the voluntary or public sector; 
· Ability to write persuasive content to encourage both use of our advice and support service, and also funding support; 
· A track record of fundraising successes within community and individual giving;
· Experience of working at a charity or other non-profit organisation; 
· Experience of running appeals and developing fundraising materials; 
· Experience of building strong and effective relationships with existing donors and potential supporters; 
· High standard of computer literacy (Microsoft 365, Word, Outlook, Excel, PowerPoint, databases);
· Understanding of fundraising from trusts and foundations; 
· Understanding of data protection regulations.
· Commitment to ensuring impartiality and confidentiality when dealing with service users
· Commitment to maintaining confidential case records and administrative systems.

Desirable 
· Up-to-date understanding of health and safety issues from a worker/trade union perspective; 
· Experience of growing an organisation;
· Experience of migrating an organisation to use of Microsoft 365;
· Competence using e-newsletter and social media platforms (e.g. Mailchimp and Hootsuite);
· Knowledge of Wordpress and SEO, or willingness to undertake training;
· Knowledge of Canva or similar graphic design tools;
· Experience of organising fundraising events; 
· Experience of budget preparation.

