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ROLE DESCRIPTION – COMMUNICATIONS AND FUNDRAISING OFFICER  

• Job Type: Preferably full-time (5 days/35 hours) although it could be 4 days/28 hours  
• Location: Hybrid with 50% office based at Eskmills, Musselburgh 
• Salary scale: £28,000 (FTE pro rata if working 4 days)  
• Responsible to: CEO 

Charitable Purpose: Teapot Trust has expertise in providing art therapy to children living with 
chronic health conditions. The charity works in hospitals, in community settings and online. 
Through art, we help children to express emotions which they may not be able to articulate 
verbally, build their resilience and develop healthy coping mechanisms. Typically, they struggle 
to accept a diagnosis, a regime of treatment that has unpleasant side effects and other 
people’s misconceptions which adds to feeling misunderstood. 

Staff Team: The charity currently employs a core staff team of 5 who work closely. Frontline 
art therapy is delivered by around 25 professionally qualified and registered sessional art 
therapists (contractors who are self-employed) based around the UK. 

Role: With no two days the same, we are looking for an energetic engagement professional to 
help promote the charity’s mission and work while efficiently working to a schedule of varied 
activities. The Communications and Fundraising Officer will play an important role within a 
small team, highlighting the impact of our work, while drawing supporters into deeper 
relationship to grow our Individual Giving income. This is important to enable art therapy to 
benefit more children in need. 

The successful candidate will share our passion for our cause and bring a can-do attitude to 
conveying the impact of our work, to securing new funding and strengthening relationships.  

The Communications and Fundraising Officer will take lead implementing our individual giving 
strategy. Familiar with strategy and tools to increase engagement, the post holder will also be 
responsible for our communication channels and content, shaping our social media, mailings, 
and website. We are looking for an organised individual with proven relationship building 
experience, an engaging style and the ability to prioritise a diverse workload. It’s crucial that we 
engage with influencers and stakeholders beyond our core beneficiaries to build and maintain 
reputation.  

Experience gained in the charity sector and an understanding of and empathy with our work is 
important. If you are a motivated and creative individual interested in playing a key role in a 
charity with widespread impact, we’d love to hear from you. 

Key requirements:  

• Accurate understanding of the strategic goals of the charity and how this needs to be 
reflected in our relationships 

• Highly capable communicator, with excellent listening and writing skills 
• Strong interpersonal skills, with a special ability to ensure all supporters feel appreciated, 

respected, and valued  
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• Organised and experienced at managing your own schedule 
• A good understanding of the fundraising landscape and the key sources of support, training 

and development for personal growth 
• Ability to think analytically with experience of a CRM database and donor journey planning 

to inform and shape fundraising activities 
• Working knowledge of GDPR and appropriate protocols to ensure robust data compliance 
• Previous experience working with young people, service user families, or a mental health 

charity is desirable 

Main Responsibilities:  

Communications 

• Plan, create and coordinate engaging content in line with strategic goals, i.e. that:  
o has resonance and is visually engaging 
o reaches new audiences and enables understanding 
o creates ambassadors and donors 
o uses voice/tone to reflect Teapot Trust’s values and personality, demonstrating 

expertise, authority and emotion  
• Coordinate with the staff team, especially the Young Voices Participation Officer, to develop 

new and engaging material. 
• Monitor analytics effectively to shape content, widen reach, and provide insight into 

engagement rates. 
• Be a key user of the CRM database, taking responsibility for mailings and producing reports 

to monitor activity levels, ensuring records accurately reflect relationships, activities, 
preferences, and supporter journeys. 

Fundraising relationships  

• Take a lead, with appropriate support from the fundraising team, on relationships 
management to convert and retain warm contacts, utilising in-person meetings, 
communications, appeals, and events to enable long-term support.  

• Recruit for and lead on an effective fundraising volunteer programme (e.g. people to take 
on fundraising challenges events), providing guidance and support to participants, ensuring 
a mutually beneficial experience. 

• Intentionally steward prospective supporters to build individual giving income – alongside 
the CEO for major donor work. 

• Represent the charity through public events. 

Terms:  

Teapot Trust’s office is located at Eskmills in Musselburgh. Staff are required to be office-
based 50% of their working week. Some flexibility with working hours can be accommodated. 
Salary as above. Salaries are paid monthly by BACS, on/by the 26th of each month. A pension 
scheme is provided to which the post-holder will be auto-enrolled after a qualifying period of 
three months. Thereafter, the post-holder may opt out. Staff are entitled to 33 days annual 
leave (FTE pro rata) which includes statutory/public holidays. All staff have an annual review to 
monitor progress and agree objectives. This includes agreeing time for personal learning and 
development which align with the charity’s strategic objectives. This post has a three-month 
probationary period. The notice period is one month for Officer level posts.  


