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Job description – Fundraising and Marketing Officer 
Reports to: Chief Executive Officer, Action on Depression.
Based at: 11 Alva Street, Edinburgh, with some travel across Scotland.

Hours: 35 hours per week. Hours to be agreed by your line manager, some evening and weekend work may be required.

Salary: £19,830.
Main purpose of the role:

The main purpose of this role is to increase the financial contributions of individuals and groups to Action on Depression by building relationships and exploring new fundraising opportunities across Scotland and the UK as appropriate. The role will raise funds from various sources including the community, corporate sector, by exploring legacies, major gifts, trusts, and by supporting fundraising events. The role also includes supporting the main administrative functions of the national office including supporting the day to day administrative requirements, overseeing office volunteer programmes and national mail-outs.
Duties to include:
· inspiring new supporters to raise money, while maintaining and developing relationships with existing supporters; motivating and facilitating supporters to maximise the funds they raise;
· working with board members to research and target corporate fundraising opportunities for charity of the year nominations, donations, events and payroll-giving;
· increasing funds by researching and working alongside the CEO by targeting charitable trusts whose criteria match the charity's aims and activities;

· developing and implementing strategy for co-ordinated national fundraising appeal using a variety of marketing channels, both online and offline;
· working with colleagues and external agencies to develop and market a depression-specific resource or training material to generate income;
· creating PR opportunities, dealing with media enquiries and raising general awareness of the charity and its work, at both the local and national level;
· creating partnerships with local groups and businesses to fundraise for us ;
· To support the fundraising work carried out locally by community staff, for example coordinating local opportunities e.g. bag-packing as well supporting the development of local actions identified by staff members.
· developing and coordinating web-based fundraising and online auctions;
· producing supporting materials such as posters, websites and newsletters to promote, market and advertise the charity for forthcoming events;
· working with volunteers to develop, manage and update databases recording donor contact and preference information;
· analysing supporter databases to identify potential donors and sourcing mailing lists to develop direct marketing campaigns for both new and existing supporters;
· recruiting organising and managing volunteers to support fundraising efforts and to fulfill various functions within the remit of the post;
· Prospecting with local businesses for raffle prizes to support events
· co-ordinate office volunteers
· have a role in supporting the day to day administrative requirements of Action on Depression, to include answering the admin line, co-ordinating mailouts etc
· provide progress reports on duties and forecast future income
· uphold and promote the policy, values and procedures of Action on Depression.
· to complete any other duties that may reasonably be required.

Person Specification

Essential

· At least 1 years solid experience in a sales, fundraising or marketing role in which creating opportunities or winning new clients was a key component
· Experience of researching and applying to charitable trusts for funding

· Experience of engaging in fundraising activities, preferably within a charitable organisation and ability to demonstrate successful outputs

· Experience in producing leaflets and or/promotional materials

· Good interpersonal skills – ability to communicate across a range of audiences and organisations
· Proven ability to network and engage with people and groups

· IT literate across a range of systems, able to update a web content-management system and create flyers using desktop publishing software.
· A self-starter with an ability to self-manage workload and prioritise
· Willingness to develop skills and knowledge in relation to the work

Desirable

· Experience of corporate fundraising

· Experience of working with and supporting volunteers

· Experience of managing and organising events
· Experience of campaign work

· Experience of working with the media in a promotional capacity

