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Person Specification
Job title:	Fundraising and Data Officer
Organisation:	Scottish Huntington’s Association
Date prepared:	July 2025

	
	Essential
	Desirable

	1. Qualifications
	  Degree level education – ideally  
  mathematics/ statistics or equivalent  
  professional experience.
	  IOF/CIOF Certificate/Diploma in  
  Fundraising or alternative.


	2. Knowledge and   
         experience
	Substantial experience in managing and working with databases.

Proficient in using Excel, particularly advanced formulas and functions.

Experience in utilising metrics to generate reports.

Ability to interpret information and quickly assimilate data and spot inconsistencies /patterns. 

Experience working in a fundraising setting directly supporting donors.

Track record of improving systems and procedures that lead to efficiencies, and adopting LEAN ways of working

  Thorough understanding of relevant  
  regulations (GDPR, Code of Fundraising 
  Practice).
	  Experience of working with data  
  within a charity sector environment.

  Knowledge and experience of finance 
  record keeping. 

  Experience of working with PowerBI.

Good understanding of the principles 
of relationship fundraising (or customer services) and stewardship/supporter care.

  Understanding of Huntington’s disease 
  or other neurological conditions.





	3. Skills
	Ability to analyse sector-specific information from a variety of sources and translate key findings to inform future strategy.

  Excellent administrative skills and 
proficient in the use of Microsoft Office 
365.

Analytical skills with exemplary attention to detail and ability to work methodologically.

Ability to manage multiple, sometimes conflicting, priorities.

A dynamic, dedicated and enthusiastic individual.

Sees tasks through to completion and takes responsibility for identifying and implementing solutions.

Listens to and shares information, opinions and ideas.

Ability to critically evaluate systems and processes and implement improvements.
	Able to present data to a wide range 
  of audiences.

	4. Personal qualities
	  Naturally confident, outgoing personality 
  with excellent interpersonal skills.

  Self-starter, resilient with a “can-do” 
  attitude and willingness to try new things  
  and learn from experience and others.

  Capacity to use own initiative and work as  
  part of a team.

  Professional, diplomatic and able to   
  maintain confidentiality.

  Willingness to work occasional flexible 
  hours according to the needs of the  
  department.
	

	5. Communication
	  Effective written and verbal reporting skills.

  Practiced in effective communication 
  methods that are tailored to meet the 
  needs of the audience.
	

	6. Planning and organisational skills
	Competence to plan, organise, and manage multiple priorities.

Effective time management skills and ability to meet deadlines.
	

	7. Other
	A clean driving licence and access to a vehicle daily.

Commitment and promotion of equal opportunities and anti-discriminatory practices at work.

Commitment to the principles of confidentiality and General Data Protection Requirements.
  Awareness of personal responsibility    
  concerning health and safety.

Willingness to partake in professional development.
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