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Job Description and Person Specification
Job title: 		Fundraising Assistant		 
[bookmark: _Hlk97552159]Reporting to: 		Fundraising Development Manager  
Hours of work: 		37.5 hours per week	
Duration: 		Permanent 	
Salary: 			£22,500 
Holidays: 		36 days, including public holidays
Location: 		Hybrid working (WFH and office based in Edinburgh)


About Waverley Care
Scotland is on track to be one of the first countries in the world to achieve zero HIV transmissions, and Waverley Care will play an essential role in getting us there.  

A positive HIV diagnosis still has the power to knock people off their feet and impact every part of their lives. People living with HIV still carry the burden of decades of discrimination and misinformation about HIV. HIV is treatable, but the stigma and shame surrounding HIV holds people back and makes it different to other life-long conditions. Stigma and the fear of an HIV diagnosis still prevents many people at risk getting a test and knowing their status.  

Our vision is for a Scotland where no one faces HIV alone, we will achieve this by fighting stigma and empowering people living with HIV to live full and healthy lives.   

Waverley Care is Scotland’s leading HIV and hepatitis C charity, and everything we do is guided by the experiences of the people we work with – this ranges from shaping the services we deliver through to how we influence national policy around sexual health and blood borne viruses.  
We are at an exciting point in our history as we strive to reach the goal of zero transmissions by 2030. We are in the first year of an ambitious new strategic plan, and we are investing in digital transformation, communications and policy, and we have aims to significantly increase our fundraising to invest in strengthening our support and prevention work across Scotland.   

There is much work to be done, but as an organisation we are driven to create lasting change for everyone in Scotland living with, or at risk of HIV or hepatitis C.   

You can find out more about the work we do at www.waverleycare.org


About the post
[bookmark: _Hlk122423141]We are looking for an enthusiastic, reliable and adaptable Fundraising Assistant to join our growing fundraising team.
This is an exciting time for fundraising at Waverley Care. We have plans to significantly increase our income over the next 5 years. This new post will provide a key role in fundraising, administrative and supporter care to help achieve this significant income growth. 
Full training to succeed in the role will be provided. The post-holder will shape the new role depending on their skills and particular areas of interest. This is a really varied role and provides an excellent opportunity for the successful candidate to gain the necessary skills for a career in fundraising. Occasional evening and weekend work will be required.
About the person
[bookmark: _Hlk122423180]You’re ready to start your new fundraising career, or returning to work after a career break. You might have customer service, administration or charity experience, and you’ll be eager to learn new skills and information across all areas of fundraising.
You will have great communication skills and you’ll be looking forward to building relationships with supporters, donors, service users and colleagues.
You’ll be enthusiastic, reliable and adaptable. You’ll have great attention to detail, organisational skills and you’ll be keen to work as part of a busy and dedicated team.   

Responsibilities and duties
Supporter Care
· Act as the first friendly point of contact for email, telephone, face to face and social media supporter and fundraiser enquiries
· Welcome new donors and supporters to Waverley Care with personalised communications
· Thank supporters in a timely and courteous manner, including by post, email and telephone
· Build meaningful relationships with donors and fundraisers, and work with the fundraising team to provide consistently high standards of supporter care 
Corporate, Community and Events Fundraising
· Work with the fundraising team to explore new opportunities in communities, schools, colleges and universities, venues, stores, bars and restaurants, and corporate organisations 
· Assist with building and maintaining relationships with fundraisers across Scotland 
· Support the organisation of fundraising events through a range of administrative tasks
· Contribute to the evaluation of events and help to improve future activities
· Monitor fundraising materials stock levels, and distribute to new fundraisers and supporters
· Assist with sourcing prizes and promoting prize draws, raffles and competitions
· Attend fundraising events, including bucket shakes at venues, theatres and the Fringe
· Contribute ideas to develop our calendar of events, including sponsored challenges
· Assist with recruiting new volunteers
Individual Giving
· Support the Fundraising Development Manager with donor mailings and appeals 
· Support the development of new campaigns, thank you letters and welcome packs
· Assist in the development of digital supporter journeys
· Support the delivery of supporter surveys and import data into the database
Trusts and Foundations
· Support the Trusts and Foundations Fundraiser to send and record grant applications
· Assist with prospect research and help identify new funding opportunities 
· Contribute ideas for reporting for trusts and foundations, including by post, email and video 

Finance and Administration
· Accurately add and update supporter data the charity’s CRM database (Donorfy)
· Work with the Fundraising Development Manager to report and analyse data
· Count cash, monitor income into the bank and input donations and grants onto the database
· Process monthly Gift Aid claims with HMRC
· Support office and events volunteers, arranging tasks as needed 
· Undertake any other duties, which may be reasonably required to support Waverley Care’s fundraising. 

Person Specification 
	Skills and Experience
	Essential
	Desirable

	Experience of administration or customer service
	✓
	

	Experience in fundraising or the charity sector
	
	✓

	Ability to work well as part of a team
	✓
	

	Excellent interpersonal skills
	✓
	

	Strong communication skills 
	✓
	

	Good organisational skills
	✓
	

	Experience of working in busy environments and managing a range of tasks
	✓
	

	Attention to detail and high levels of accuracy
	✓
	

	Ability and enthusiasm to learn new skills and information
	✓
	

	Excellent numeracy skills
	✓
	

	Good IT skills and working knowledge of Microsoft Office
	✓
	

	Experience of reporting and analysing data
	
	✓

	Knowledge of current data protection regulations, including GDPR
	
	✓

	Knowledge of the fundraising sector in Scotland
	
	✓
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