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Job Description

Job title:	Fundraising and Data Officer
Division:	Income Generation

Responsible to:	Head of Income Generation and Administration

Hours:		Permanent, 30 hours per week (part-time). 
Location:	Home-based 
Salary:	£26,896 – £30,717 (pro-rata)


Role purpose
The primary objective of this position is to deliver essential fundraising and data administrative support to the Income Generation team. This involves focusing on supporter care, system development and maintaining high-quality data recording. This data will enable the charity to strategically plan activities that aim to generate the voluntary income necessary for Scottish Huntington’s Association to meet its objectives and vision.

This position encompasses two key components:
[bookmark: _Hlk203510150]Fundraising administration
· Serve as the first point of contact for fundraising enquiries by telephone, email and letter, ensuring excellent and timely supporter care of current and potential supporters of Scottish Huntington’s Association. 
· Direct specific inquiries to the relevant member of the income generation team, ensuring that local and specialised expertise is available to address their needs.
· Record and update non-financial supporter information, such as Gift Aid declarations, communication preferences, data protection opt-outs, legacy pledges, and other personal details in accordance with Data Protection policies and GDPR.
· Accurately record, process, and reconcile all incoming donations received via post, online, and telephone.
· Provide administrative support for the charities income generation events, including booking venues and travel.
· Assist with hardcopy and digital mail-outs.
· Arrange the distribution of fundraising resources to supporters as needed.
· Create personalised ‘thank you’ letters, including cards, certificates and other unique ways to thank our supporters.
· Attend fundraising events and meetings, both in-person and virtually, as appropriate.

Data administration
· In collaboration with the Head of Income Generation and Administration, help with the smooth transition and set up of the charity’s new CRM database, Beacon. 
· Ensure the charity's CRM database and other data recording systems are updated accurately in a timely manner and all records are GDPR compliant.
· Deliver high-quality data processing and support to all income generation colleagues (Head of Income Generation, Senior Fundraising Officers, Fundraising Officers).
· Generate reports from a variety of sources, such as Beacon, JustRunning, PayPal, Stripe, JustGiving, Enthuse, and SumUp.
· Oversee the timely and precise recording of all income onto the database and supporter records, utilising both manual input and file imports.
· Conduct and manage regular data imports, as well as ad-hoc imports as necessary.
· Ensure data integrity by regularly performing and executing necessary data checks.
· Assist the finance team with accurate reporting of fundraising income.
· Generate monthly and quarterly data reports to support the income generation team in making informed, data-driven decisions and fulfilling their reporting duties.
· Ensure that all fundraising income is correctly identified and recorded accurately within supporter records and CRM system. 
· Additionally, you will be tasked with reviewing, developing, and implementing robust data management processes. You will also lead initiatives to enhance the CRM database and provide training to staff on its effective use. As the Fundraising and Data Officer, you will foster a culture that prioritises the capture, recording, and management of high-quality data.

General duties 
· To collaborate with Scottish Huntington’s Association staff members to foster strong working relationships. 
· To establish and maintain positive connections with partners, external agencies and the general public to enhance the charity’s external image and secure greater support for our cause.
· To adopt a positive approach to personal and professional development, engaging in monthly one to one meetings and an annual performance review.
· To be aware of, and act on, relevant health and safety responsibilities as an employee of Scottish Huntington’s Association and adhere to these wherever you are working.
· To maintain confidentiality in all areas of work at Scottish Huntington’s Association.
· Perform any additional duties that fall within the scope and purpose of the position as requested by your line manager.

[bookmark: _Hlk153930922]Key challenges
· Involves careful time management. 
· Requires you to be self-sufficient at times and able to work independently. 
· Ensuring the smooth running of processes to deliver user insight that will support the organisation to measure impact and grow our income.

Key Relationships
Internal contacts:
· Income Generation team
· Communications team 
· Finance team
· Service teams 
· Other staff and volunteers 

External contacts: 
· Third-party event contacts
· Suppliers
· Stakeholders
· Supporters and volunteers 
· Community groups 
· Businesses 

Notes
· This job description outlines the primary tasks and responsibilities as they stand currently; however, Scottish Huntington’s Association retains the right to modify or adjust the content of this job outline to accommodate changes in the role, while maintaining the overall character and level of responsibility for the post.

· Notwithstanding any information or statement described within this job outline, all duties must be carried out in a way that promotes equality of opportunity, dignity and respect for all individuals and which is consistent with Scottish Huntington’s Association Equality, Equity, Diversity and Inclusion Policy.

· The successful candidate will be subject to a Disclosure Scotland Check. Having previous convictions will not automatically disbar you from working at Scottish Huntington’s Association and every case is taken on an individual basis.

· The duties and responsibilities of this post will be undertaken in accordance with the policies, procedures and practices of Scottish Huntington’s Association.

General
· All applicants must be able to demonstrate the right to work in the UK.
· The post will be subject to a six-month probationary period.
· Out-of-pocket expenses including travel and mileage allowances will be paid on receipt of appropriate claim forms and invoices/receipts.
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