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Job Title: Fundraising and Events Officer 
Location: Inverness, Highland
Salary: £24-28k (depending on experience) 
Hours: 22 hours per week (0.6 FTE)
Contract: Permanent
Line Manager: Development and Engagement Manager 
Introduction
The Elsie Normington Foundation was established in 2013 to design and build The Haven Centre for children with severe and complex needs.  This centre for excellence was opened in 2023 and includes three respite suites, a café and play centre operated by Special Needs Action Project.  The Foundation has a wider vision to inspire and facilitate change across the Highlands to support other groups to provide accessible spaces where children and families with severe and complex needs can connect and thrive.  
1. Role Overview
The Elsie Normington Foundation is seeking a dynamic and motivated Fundraising and Events Officer to lead its fundraising initiatives and coordinate impactful events. This role is vital in building strong relationships with supporters, maximizing fundraising opportunities, and ensuring successful events to support the foundation’s mission of empowering individuals with disabilities.
2. Key Responsibilities 
Fundraising
· Cultivate and maintain relationships with donors, sponsors, and partners.
· Plan, organise, and deliver a range of fundraising events, including sponsored events, community fundraising, and online campaigns.
· Develop and grow various fundraising methods: individual giving, community fundraising, corporate sponsorships, etc.
· Support the Service Manager with grant applications.
· Support the overall marketing strategy for ENF and The Haven.
· Track and analyse fundraising performance, prepare reports, and provide insights for ongoing improvement.
· Ensure compliance with relevant legal, financial, and organisational policies.
Event Planning and Management
· Manage logistics, marketing, and promotion for all events to maximize engagement and attendance.
· Coordinate volunteer and staff involvement in events and fundraising activities.
· Planning community events to raise funds for ENF 
· Develop and plan corporate fundraising events in partnership with key stakeholders.
· Developing and promoting large scale sponsorship events
Marketing and Communications
· Collaborate with the wider team to create compelling promotional materials and campaigns.
· Work with the team to develop a database of supporters, donors, and event participants.
· Recruiting, developing and maintaining relationships with donors, volunteers, sponsors, and community partners.

3. Essential Requirements 

· Strong interpersonal and communication skills, with the ability to build relationships with diverse stakeholders.
· Excellent written and verbal communication skills for donor engagement, social media, and promotional materials.
· Ability to work independently and as part of a team.
· Proficiency in Microsoft Office Suite and event management software.
· Commitment to the Elsie Normington Foundation’s mission and values.
· Flexibility to work occasional evenings and weekends as required for events.
· Fundraising Experience
· Experience organising small to large-scale events (e.g. dinners, charity walks, online campaigns).

4. Desirable Requirements 

· Excellent organisational and project management skills.
· Proven experience in fundraising, event management, or a related role.
· Strong project management skills, including budgeting, logistics, volunteer coordination, and risk assessment.
· Proven track record of planning and delivering successful fundraising campaigns and events.
· Understanding of various fundraising methods: individual giving, community fundraising, grant applications, corporate sponsorships, etc.
· Familiarity with digital marketing tools, email platforms (like Mailchimp), event management systems and CRM systems.
· Understanding of the Scottish charity regulatory environment (e.g. OSCR reporting, Gift Aid rules).
· Awareness of safeguarding, data protection (GDPR), and financial stewardship standards.
To apply for this role please contact the Development and Engagement Manager, Rona Matheson rona.matheson@enfoundation.co.uk 
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