
             

   

Engagement Officer - Job Description 

1. Job title:  

Fundraising Officer, Part Time (22hrs per week) 

2. Main purpose of job  

To play a key role in the development and implementation of the Haemophilia Scotland fundraising strategy, with 
a view to increasing voluntary income through varied and sustainable funding streams. 

3. Key areas of responsibility  

General: 

- Support the Chief Executive Officer and relevant sub-committees appointed by the Board of Trustees in the 

delivery of Haemophilia Scotland's fundraising strategy. 

- Contribute ideas and information, based on informed research that will help to grow and diversify voluntary 

income streams. 

- Produce detailed action plans and pipeline documents to communicate projected income levels to the CEO and 

Finance and Resources Sub Committee 

- Produce regular reports for the Board of Trustees, detailing fundraising activity to date, income against target, 

and areas for potential growth and development. 

- Support the Administrator in managing and maintaining an up-to-date database of fundraising contacts. 

- Devise and implement regular mailings to all contacts in order to build awareness of fundraising activity, develop 

key funding relationships, and increase voluntary income. 

- Support the CEO and wider Haemophilia Scotland team to maximise the delivery of key campaigns at crucial 

times for the organisation. 

- Represent the work of Haemophilia Scotland to members of the public and supporters. 

- Work with colleagues and member groups to arrange funder visits where appropriate, in order to improve and 

strengthen understanding of the work of the organisation. 

- Spend time at member events in order to network with the organisation's community, broadening your 

knowledge and understanding of the organisation's work and impact. 

Corporate: 

- Accompany the CEO to relevant meetings with current corporate supporters. Manage all report writing and 

correspondence in order to strengthen long term and sustainable funding relationships. 

- Aspire to engage employee groups and raise awareness of the work of Haemophilia Scotland. 

- Identify new opportunities to secure corporate income, devising informed and innovative methods of approach, 

with the support of the CEO where necessary. 

- Manage applications to suitable corporate trusts and foundations and record each process in the database. 

- Identify and develop gift-in-kind support where appropriate. 
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Trusts & Foundations: 

- Build on relationships with current trust and foundation donors, managing all report writing and applications for 

further support. 

- Manage and lead on the identification and development of new trusts and foundations who have not previously 

supported the organisation, leading on a strategic and well organised process of application. 

- Write tailored applications for support, focusing on and highlighting key grant-making priorities and the ways in 

which Haemophilia Scotland delivers these requirements. Record all actions in the database. 

Community/Event Fundraising: 

- Work closely with the Engagement Officer in identifying opportunities for community fundraising through; 

challenge events, supporter-organised events, individual regular giving, legacy donations and one off donations. 

- Support all community based fundraisers in their fundraising, maintaining encouraging and upbeat contact 

throughout their journey. 

- Update social media channels with current and upcoming fundraising opportunities in order to increase 

voluntary donations from individuals. 

- Conduct visits where relevant to lend knowledge and support for community based fundraisers across Scotland. 

Quantifiable Responsibilities: 

- Responsible for the annual Fundraising Budget of approximately £4,000, ensuring effective monitoring, reporting 

and evaluation to achieve best value and ROI. 

- Achieve targeted fundraised income of £60,000 in year one, rising to £100,000 in year 2, as set by the Board of 

Trustees. 

Scope of Planning and Organisation: 

- The post holder reports to the Chief Operating Officer and will have regular planned contact to review work 

plans and performance against targets. In additional the post holder will have regular contact with the Resources 

Sub Committee to share learning, opportunities and ideas for further development of the fundraising strategy. 

Scope of Judgement and Decision Making: 

- The post holder must exercise sound judgment in the development of all fundraising plans and activities, liaising 

with the CEO and Resources Sub Committee as necessary. 

- The post holder will network, research and gather intelligence in order 

4. Key Skills and Experience  

- Strong computer literacy skills including Microsoft Word, Excel and Outlook 

- Excellent written and verbal communication skills 

- An imaginative and creative approach to engaging funders and developing long term sustainable relationships 

- Confident interpersonal skills and a willingness to interact with current/prospective donors, other fundraising 

professionals and Haemophilia Scotland members/volunteers/colleagues in person. 

- Strong organisational and administration skills 

- Ability to work collaboratively with colleagues, volunteers and members to engage the wider community in 

fundraising for/donating to Haemophilia Scotland. 

- Good networking skills in order to identify and develop new areas for support. 
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5. Responsible to (reporting relationship) 

Reporting to the Chief Executive Officer 

6. Development Opportunities 

The nature of this role allows for varied learning and development opportunities. The successful applicant will be 

encouraged to join the Institute of Fundraising (if they are not already a member) and will be supported to attend 

relevant Special Interest Group events and conferences to develop knowledge and networks. 

A full induction process will be provided, with a specific focus on developing knowledge of bleeding disorders, the 

surrounding political landscape and associated medical developments. The post holder will be invited to attend all 

Haemophilia Scotland events and conferences and will be encouraged to meet our members in order to 

strengthen relationships and develop first-hand knowledge and understanding of the work we do. 

Hands on experience within a small, growing organisation allows for an excellent insight into voluntary sector 

management and ensures development of a varied skill set. Moreover, a deep understanding of services and 

support that is provided by the organisation will contribute to compelling and accurate applications for funding. 

 


