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Note to candidates
All of the criteria marked (S) will be used for shortlisting purposes. You should attempt to describe how you meet these criteria in the ‘Supporting Information’ section of the application form, giving examples. Only candidates who can clearly demonstrate how they meet these criteria will be offered an interview, where criteria marked (I) will be tested.

JOB TITLE:  Fundraising Officer

	Category
	Post Requirements

	
	Essential
	Desirable

	Experience
	· Experience in administration, record keeping and data entry (S)
· Experience of working collaboratively as part of a team (S)
· Experience in fundraising, whether it is community fundraising, partnership development, supporter engagement or similar outward-facing role (S&I)
· Experience of working with a wide range of stakeholders and building relationships (S&I)
· Experience of managing multiple priorities and working independently (S&I)
	

	Skills, Knowledge & Abilities









	· Good IT skills including competency in Microsoft Office programmes (S)
· Confidence and ability to proactively approach and engage prospective supporters, partners and other new contacts by email, telephone and in person (S&I)
· Excellent communication and networking skills to deal with a wide range of people both in person and through writing (S&I)
· Strong organisational skills and attention to detail (S&I)
· Presentation skills to present the charity’s work and impact persuasively (I)
· Ability to work collaboratively and supportively with colleagues (I)
· Understanding of and commitment to Equity, Diversity and Inclusion (I)
· Ability to work independently (I)
	· Familiarity with fundraising regulations and ethical fundraising practices (or willingness to learn)
· Knowledge of CRM systems and database management

	Other
	· Ability to work flexibly in order to meet the needs of the service, including balancing with other responsibilities across the working week (S)
· Able to travel and work within the geographical work area in effective manner (I)
· Enthusiastic and highly motivated (I)
· Confidence in building relationships with a wide range of stakeholders (I)
	



S = Assessed at shortlisting stage
I = Assessed at interview stage
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