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Job Description


	Role
	Community Fundraising and Support Groups Officer

	Hours
	28 hours per week (fixed term until 31st March 2028. Possible continuation depending on funding) 


	Salary 
	£28,694.30 per year (pro-rata) – salary point 41 on our scale, rising annually with satisfactory performance up to point 46 (£30,385.45 pro-rata).


	About the role
	This role sits at the heart of Bipolar Scotland’s community presence, combining income generation with direct engagement in our support groups across Scotland. You will grow and support community fundraising activity across Scotland while also helping new and existing peer support groups thrive.

Working closely with the Impact and Delivery Team Leader, you will build strong relationships with supporters, members and volunteers, inspire fundraising in local communities, and help ensure support groups are well run, well-resourced and accessible. This is a varied, people-focused role blending relationship building, coordination and practical problem solving.

The two core priorities of this role are:

1. Keeping our peer support groups running well.
2. Growing community fundraising.

Working collaboratively with colleagues and partners, the post-holder will help deliver Bipolar Scotland's strategy, ‘A Time for Transformation’ by strengthening peer-led support, growing sustainable community fundraising and building lasting relationships that increase our reach and impact across Scotland.

This is primarily a home-based role, with most meetings and day-to-day work carried out remotely. However, the postholder will be expected to travel as required to attend meetings, events and provide support group cover across Scotland. There will also be a regular requirement to visit our storage facility in Paisley. As a result, a full driving licence and access to a car are essential for this role.


	Reports to
	Impact and Delivery Team Leader


	Responsible for
	Fundraising Volunteers (ad hoc) and Support Group Facilitators


	
	


	
Key Responsibilities


	Income Generation
	Contribute to and deliver an ambitious community fundraising strategy aligned with organisation goals
Meet agreed fundraising targets
Proactively identify and develop new community fundraising opportunities
Build and manage a pipeline of community fundraising activities and supporter relationships
Use digital tools, social media and online platforms to promote fundraising and maximise reach
Work collaboratively with the Trusts and Grants Fundraiser to support overall income generation


	Support Group Development
	· Work with the Impact and Delivery Team Leader to support the rollout of new peer support groups
· Book venues and support the practical setup of new and existing groups
· Promote groups locally to increase awareness and attendance
· Ensure groups have the resources they need to run effectively
· Support group facilitators (when needed) with the coordination of guest speakers
· Respond to day-to-day group coordination issues, including helping arrange cover when needed
· Identify gaps in group facilitators and liaise with Impact and Delivery Team Leader regarding recruitment needs
· Escalate any concerns relating to quality, risk or safeguarding to the Impact and Delivery Team Leader and Training and Resources Lead as appropriate
· Coordinate Bipolar Scotland’s involvement in community events or activities when opportunities arise, ensuring these reflect our values, engagement and fundraising goals.
· Attend community events, cheque presentations, and deliver talks as required.
· Represent Bipolar Scotland’s mission, vision and values in all interactions.
· Identify opportunities for supporters and members to share their stories and inspire others.


	Supporter, member and facilitator support
	· Act as a welcoming and professional first point of contact for community fundraising enquiries
· Build positive, lasting relationships with supporters, members, community groups and volunteers
· Inspire, motivate and support community fundraisers to ensure a positive experience
· Identify volunteer needs linked to community fundraising and support groups and discuss with the Impact and Delivery Team Leader to support recruitment
· Provide guidance, resources and ongoing support to fundraising volunteers
· Support group facilitators with practical needs, ensuring they feel confident, prepared and connected
· Act as a key point of contact for facilitators for day-to-day queries, signposting guidance and escalating concerns when needed
· Ensure volunteers, facilitators and fundraisers are thanked, recognised and kept connected to the impact of their contribution
· Respond promptly to volunteer queries or concerns and ensure volunteers act in line with Scottish charity law.
· Participate in post-event debriefs with volunteers and share any relevant feedback with the Impact and Delivery Team Leader.


	Collaboration and Reporting
	· Work collaboratively across teams to support the organisation’s overall aims.
· Collaborate with the Communications Officer to create engaging, on-brand fundraising materials.
· Collect feedback, stories and data from supporters and community events to demonstrate impact and inform future fundraising and community engagement plans.
· Maintain accurate and GDPR-compliant records of supporters, members, engagement and fundraising activity.
· Produce clear community fundraising reports and community engagement updates for senior management and the Board of Trustees.
· Attend fortnightly team meetings to share updates with the whole team


	Other
	· Adhere to the Code of Fundraising Practice
· Ensure all funds raised, including cash collections, are handled, recorded and transferred securely and in line with organisational procedures and charity law.
· Ensure compliance with safeguarding, data protection and all other relevant policies.
· Undertake any other duties as reasonably requested by the CEO.







	
What You Bring to the Role


	Skills & Experience
	We are looking for someone who:

· Enjoys building relationships and helping people feel welcomed, supported and valued. 
· Is highly organised and able to keep lots of things moving at the same time. Enjoys solving practical problems.
· Is comfortable working independently while also being part of a small, collaborative team. 
· Has good digital skills, including experience of Google Workspace (or Microsoft Office equivalent), databases and online meeting platforms. 
· Understands fundraising legislation and best practice, including GDPR and the Code of Fundraising Practice. 
· Is able to recognise and respond appropriately to safeguarding, wellbeing or risk concerns, escalating where required. 



It would be great if you also had:
· Experience in community fundraising or supporter engagement. 
· Experience of supporting or working alongside volunteers.
· Experience organising events or community activities. 

	Values
	· Demonstrates empathy, honesty and respect when working with members, volunteers, supporters and partners. 
· Committed to being member-led, ensuring the voices and lived experiences of people living with bipolar shape your work. 
· Champions inclusion, creating welcoming and equitable opportunities for everyone to participate. 
· Takes a proactive, flexible and solutions-focused approach, with a focus on achieving meaningful impact. 
· Maintains appropriate professional boundaries while building warm, positive and trusted relationships. 
· Acts with hope and purpose, promoting Bipolar Scotland's mission and values in everything you do.
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