
 
 

JOB DESCRIPTION 
 

Community & Events Fundraising 
Officer (Scotland) 

 

 

 

Reporting to:  Scotland Fundraising Manager  
 
Salary:   Circa £26k plus contributory pension scheme 
 
Location:   Hayweight House, Lauriston Street, Edinburgh EH3 9DQ 
 
Holiday entitlement:   25 days plus bank holidays and 3 discretionary days 

between Christmas and New Year 
 

Working conditions: Full time 35 hours a week, permanent.   

The postholder may be expected to work some evenings 

and weekends.  Time off in lieu will be given in line with the 

charity’s policy.  

About Bowel Cancer UK 

We are the UK’s leading bowel cancer research charity.  We are determined to save lives and 

improve the quality of life for all those affected by bowel cancer.  

We support and enable research, educate patients, public and professionals about the disease and 

campaign for early diagnosis and access to best treatment and care. 

We are a growing, ambitious, national charity with around 40 staff and interns based at offices in 

England and Scotland and home-based staff members in Wales and Northern Ireland.   

Job Summary 

This is a brand new role a very exciting time for Bowel Cancer UK as we establish and build a 

pioneering research programme.  The right candidate will be a highly self-motivated and 

experienced fundraiser with a real desire to make a difference to the lives of people affected by 

bowel cancer in Scotland. 

You will be a team player with excellent communication and people skills, and you must be pro-

active, resilient and capable of organising and managing a busy workload.  You will be able to 

demonstrate effective performance and that you have proven experience of meeting and exceeding 

financial and activity targets. 

 

The Community and Events Fundraising Officer is responsible for providing support to Bowel Cancer 

UK’s community and event  supporters in Scotland, providing an exceptional level of encouragement 

and advice in line with the charity’s high standards of first class supporter care. 

 

The role is the main point of contact for low-mid value community and event fundraisers and takes a 

lead in specified key events throughout the year.   



 
 

The Community and Events Fundraising Officer contributes to the charity’s goals by recruiting new 

supporters, retaining existing supporters and by growing fundraising income. 

 

A driving license is essential and the role will require regular meetings in London and some 

attendance at evening and weekend functions. 

 

Main Responsibilities 
 

Supporter care and income generation 

 Build and maintain relationships with community and event fundraisers, ensuring they are 
supported before, during and after their events and provided with information to maximise 
their income. 

 Plan, deliver and evaluate challenge and running events.  Register supporters and coordinate 
the sending of welcome packs, merchandise and thank you letters. 

 Ensure that all community and event fundraising activity on behalf of Bowel Cancer UK is 
compliant with fundraising law and the Fundraising Regulator. 

 Act as Bowel Cancer UK’s first point of contact for all community and event enquires in 
Scotland. 

 Understanding and can demonstrate experience of the use of JustGiving and other social 
media and online fundraising tools. 

 

Project Management and Evaluation 

 Manage and develop certain community fundraising events under the supervision of the 
Scotland Fundraising Manager.  

 Closely monitor income and expenditure, reporting any expected variances against budget 
to the Scotland Fundraising Manager. 

 Work closely with the Communications team to plan and deliver any marketing, press and 
social media requirements. 

 Execute thorough evaluations of community and events fundraising. Provide 
recommendations on how to proceed with future development of events as appropriate. 

 

Financial Reporting, Management & Administration 

 Assist the Scotland Fundraising Manager to develop a detailed income and expenditure 
budget for the financial year and to provide information used for regular monitoring reports 
and re-forecasts.   

 

Working as team member  

 Regularly communicate with the wider Fundraising team, actively contributing ideas in team 
meetings and sharing information, leads and community supporter contacts as appropriate. 

 Work with the Senior Press Officer to identify community supporters with the potential to 
contribute case studies for use in the media. 



 
 

 Work with the Communications team to deliver any community/events social media and 
marketing requirements. 
 

Additional Responsibilities 

 Create and update donor records on Raiser’s Edge ensuring records are kept up to date, 
accurate and consistent at all times. 

 Encourage fundraisers to share their fundraising stories for inclusion on the Fundraising 
Stories webpage. 

 Draft copy for, update and create community and event fundraising pages on the Bowel 
Cancer UK website.  

 Undertake any other duties as required by the Scotland Fundraising Manager, Head of 
Scotland and Director of Fundraising.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

PERSON SPECIFICATION 
 
Qualifications and experience 
 

 Community or events fundraising experience (at least 2 years) 

 Educated to degree level (desirable) 

 
Knowledge, Skills and Abilities 
 

 Excellent attention to detail taking pride in work 

 Ability to work under pressure, manage time effectively and prioritise workload 

 Ability to think creatively and problem solve 

 Good working knowledge of all Microsoft packages including Word, Excel and Outlook and 
the supporter database Raiser’s Edge to maintain meticulous donor records and 
administration systems, in line with agreed protocols 

 Excellent verbal and written communication skills with the ability to adapt style 
appropriately. 

 Understanding and can demonstrate experience of the use of JustGiving and other social 
media and online fundraising tools.   

 Strong interpersonal skills and the ability to communicate with and to a wide range of 
stakeholders and audiences, particularly our fundraisers and volunteers. 
 

Personal Characteristics 
 

 Enthusiastic, engaging manner, with the confidence and desire to talk to fundraisers 

 Compassion and sensitivity in order to communicate with bereaved and unwell supporters 

 An excellent team player 

 Self sufficient and happy to initiate, implement and complete tasks with minimal supervision 

 Understanding of and commitment to the aims and objectives of Bowel Cancer UK. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 


