
 

 

 

 

 

 

 

 

JOB DESCRIPTION 

 

Fundraising Assistant 
 
 

Closing Date: Friday 12
th

 October (4pm) 

Interview Date: Monday 22
nd

 October, Edinburgh 

Contract Details: Full-Time, 37hrs per week 

Fixed Term, 1 Year, (funding dependent 

thereafter) 

£20,000 per annum 

Edinburgh or Glasgow based 
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September 2018 

 

Dear Applicant, 

 

Fundraising Assistant, 

 

Thank you for your interest in working for LGBT Youth Scotland. You are applying 

for an important role in relation to the health and wellbeing of lesbian, gay, 

bisexual and transgender (LGBT) young people and their participation in their 

local communities.  

 

Our vision is that Scotland is the best place to grow up for lesbian, gay, bisexual, 

transgender and intersex young people. 

 

Our mission is to play a leading role in the provision of quality youth work to 

LGBTI young people that promotes their health and wellbeing, and to be a valued 

and influential partner in LGBTI equality and human rights. 

 

Our values are: 

 

 To promote equality and human rights 

 To take a community learning and development (CLD) approach 

 To be reflective, accountable and ensure quality in what we do 

 To be innovative and fun. 

 

LGBT Youth Scotland’s work covers a range of areas including youth work in 

groups and one to one with young people, national programmes like our Youth 

Commissions and LGBT Charter, volunteering and of course fundraising and 

partnerships. This role will support the organisation’s sustainability through 

income generation and donor management. 

 

We look forward to receiving your application.  

 

 

Fergus McMillan 

Chief Executive  
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Background Information 

 

Conditions 

 Job Title: Fundraising Assistant 

 Pay Grade: £20,000 per annum 

 Duration: Fixed term, 1 year, funding dependent thereafter 

 Location: Edinburgh or Glasgow 

 Hours:  Full-time, 37hrs per week, including evening and weekend work 

 Leave:  35 days 

 Probation: 6 months 

 Pension: Auto-enrolment with TPT Solutions Flexible Retirement Plan 

 

Who can apply? 

If you think that you fit the job description and can deliver the remit, then we would like to 

hear from you. We encourage all sections of society to apply. We are committed to 

promoting human rights and the dignity of each human being, including equality of 

opportunity inclusive of sexual orientation, gender or transgender identity, age, race, 

disability, religion or belief and socio-economic status. We work to ensure that our services 

are accessible and young people’s experience and outcomes are positive and that there is an 

inclusive working environment for all staff and volunteers.  

 

You will be required to obtain a Basic Disclosure check through Disclosure Scotland if 

successful at interview. We will process this for you. Employment will be confirmed after 

successful completion of this and any other necessary checks including references. 

 

How to apply: 

Visit www.lgbtyouth.org.uk/jobs/vacancies and fill in the online application form for 

your chosen job. If you want to help us make LGBT Youth Scotland a diverse organisation 

then please also fill in the equal opportunities monitoring form which is kept separately 

from your application form and not used as part of the short-listing process. 

 

Please e-mail helpdesk@lgbtyouth.org.uk if you need the application form in an 

alternative format including large print. 
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For more information/guidance on this position contact: 

 

 Jane Griffin - 0131 555 3940 -  jane.griffin@lgbtyouth.org.uk  

 Helpdesk for guidance on applying at helpdesk@lgbtyouth.org.uk 
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ROLE PROFILE 
 

Role Title: Fundraising Assistant     Team: Resources & Development 

Location: Edinburgh or Glasgow 

Salary: £20,000 per annum Agreed by:   Fergus McMillan, CEO 

Date: September 2018 

Core Purpose of the Role: 

• To support the organisation’s income generation through innovative and diverse fundraising streams 

• To work closely with the Senior Fundraising Manager to develop and manage donor relationships 

• To manage day to day donor stewardship and administration 

 

Principal Responsibilities: 

• To provide support for fundraising activity across the organisation 

• To work with the Operations Team to manage donation transactions and recording systems 

• To ensure that donors have a positive experience of supporting the organisation through dedicated donor stewardship  

• To support the development of community and events fundraising 

• To promote fundraising opportunities to supporters and groups, managing enquiries as they come in 

• To work alongside the Senior Fundraising Manager and Communications Officer to deliver strategically connected fundraising communications  

• To work within LGBT Youth Scotland’s framework of policies and procedures, particularly in relation to data and financial management 

• To contribute to key organisational priorities outlined in LGBT Youth Scotland’s ‘Strategy for a Sustainable Future’, and other tasks as required 

 

Vision 

To be a key member of the team, building capacity to develop donor stewardship and increase income 

Key Issues over the next 12 months: 

• To support the team to build on the success of the Purple Friday campaign in LGBT History Month 

• To build on and develop administration procedures and database management for fundraising within the organisation 

• Explore and develop potential new ways to engage in community and events fundraising 
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CANDIDATE SPECIFICATION 
 

 Essential Desirable  

Education & 

Qualification 

� Educated to Higher Education level or equivalent demonstrable 

experience of work in the fundraising sector 

� Member of Institute of Fundraising 

Experience, 

Knowledge and 

Expertise 

� Working in an administration capacity with a fundraising team 

� Good understanding of fundraising platforms and tools (e.g. Justgiving, 

Virgin Money Giving) 

� Experience of using a fundraising database 

� Experience of using social media 

� Experience of co-ordinating and supervising volunteers 

� Good knowledge and understanding of equalities issues and the issues 

affecting LGBT young people  

� Experience of community or events fundraising 

� Experience of using Donorfy fundraising database 

� Skills in project development  

 

 

 

 

Critical Personal Attributes  

Delivering results � Highly organised with a commitment to effective planning, delivery, monitoring and evaluation of projects   

� Conscientious approach to meeting deadlines and delivery of work to meet the needs of supporters and other stakeholders  

� Effectively working with the wider organisational team   

Personal 

effectiveness 

� Excellent written and presentation skills 

� Ability to articulately and confidently communicate with others to convey key messages 

� Ability to build effective relationships with colleagues, external stakeholders and supporters 

� Positive attitude with the ability to work on your own initiative to achieve results 

� Good level of administration and fundraising skills and well organised 

Person centred � Awareness of the issues which can affect young people’s lives 

� Ability to work with supporters to match their needs to the needs of the organisation 

Working practices  � Able and willing to travel across Scotland to deliver work 

� Ability to work flexible hours (including evenings), with a time off in lieu (TOIL) system 

� Commitment to individual rights, equality, and anti-discriminatory practice   
 


