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Job Description

Fundraising Assistant
Job Title:

Fundraising Assistant
Employer:
Board of Directors, MYPAS
Responsible for:
None
Responsible to:
Business Development Manager
Salary:
Scale point 18 - £21,659 (Pro-rata)
Hours:
21 per week
Leave:
26 days annual leave/10 public holidays to be worked flexibly to suit the needs of the service (pro-rata).

Place of work:
The administrative base is in Dalkeith. Travel throughout Midlothian and East Lothian, including operating from other venues, will be required
Special conditions:

The contract will initially run until 31st October 2023 with the possibly of continuation subject to funding. 
MYPAS will contribute 6% to the MYPAS nominated pension scheme

The job will be initially on a 3 month probation period. This probation may be extended.

Job Purpose:
To provide fundraising and administrative support to the MYPAS Business Development Manager. The role will focus, initially, on supporting community and trusts activity as well as individual giving and challenge events but will grow and develop with the individual and needs of the organisation.

Main Duties:

1. Monitor fundraising enquiries and fundraising requests, acting as first point of contact for community donors.

2. Support the Business Development and Service Managers with small to mid-size applications as requested. 

3. Assist with reports to funders and thank you letters to trusts/grantmakers in a timely manner to meet funder requirements. 

4. Liaise effectively with colleagues across MYPAS to gather information required in support of trust or grant applications or reports.

5. Carry out targeted research on suitable funding opportunities and grant maker criterion as required.

6. Organise and maintain fundraising filing systems and administrative processes, including timely compilation of analytical or financial reports for internal review.

7. Assist with volunteer management, particularly around community and event based fundraising activities.

8. Carry out a range of information gathering activities as required, including online research.

9. Assist the Core Team with financial functions related to fundraising and donations.

10. Assist the Business Development Manager/Chief Executive with tasks associated to current funding/fundraising streams:
Trusts Fundraising: Develop and submit small to mid-level applications to a range of charitable trusts and other grant makers as part of MYPAS’s schedule of applications. 

Community Fundraising: Create, develop, and manage MYPAS’s community fundraising programme to grow income from this area of fundraising.

Corporate Partnerships: Supporting our MYPAS Ambassadors Group to reach out to a range of relevant businesses and organisations.

Payroll Giving: we wish to grow this way of connecting and supporting MYPAS.
Events: Play a crucial part in the planning and running of a range of fundraising events, including annual events e.g. MYPAS’s Bluebell Trail Run, Kiltwalk and Edinburgh Marathon Festival.

Digital Fundraising: working closely with our Business Development Manager to increase our online presence with a desire to expand use of social media platforms to meet fundraising targets. 

11. Assist with the organisation of fundraising events as required.

12. Assist with the production of fundraising materials, copy for press releases, social media posts and website updates.

13. Adhere to Data Protection Regulations, Fundraising Regulator Legislation and GDPR Legislation and ensure teams compliance.

General duties and responsibilities
1. Attend all MYPAS and core team meetings, taking responsibility for compiling monthly reports of fundraising activity for all staff.

2. Take responsibility for own personal and professional development, including CPD where appropriate.

3. Offer a flexible approach to working hours to meet the needs of the organisation.

4. The employee may on occasions be called upon to undertake work in other locations in order to ensure obligations to staff, service users and third parties are fulfilled.

5. Any other duties as required, commensurate with the post.
Person Specification

Fundraising Assistant
Please note: candidates should complete their applications on the basis that evidence should be provided when considering the following criteria.

Essential:
An undergraduate degree or equivalent.
Excellent computer skills and experience using a wide range of computer packages, including Microsoft packages. 
Excellent interpersonal skills, ability to liaise with people at all levels, on the telephone, face to face and in writing. 
Ability to carry out thorough research to keep-up-to date with new fundraising opportunities. 
Demonstrable initiative and determination. 
Excellent attention to detail and accurate record keeping. 
Ability to prioritise tasks and manage a busy workload. 
Experience of working to strict deadlines, and confident at multi-tasking, working on multiple projects simultaneously with varying deadlines.
Non-judgemental approach to working with young people, families, staff, board and stakeholders.
Desirable:

An understanding of the challenges of working with mental health, substance use, LGBTQ+ and young people.

Ability to travel across East Lothian and Midlothian. 
Ability to work flexibly at peak fundraising periods such as seasonal events, MYPAS run community events.

Experience of using a fundraising or CRM database.

Knowledge and understanding of GDPR.
.
