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JOB PROFILE: Community Fundraising and Events Officer  

34 hrs p/wk.  Grade AP4 £23,313 – £25,807  

Purpose of Post: This is an exciting opportunity to work with a charity which provides a diverse set of services to 
children, young people and adults across the city enabling people to contribute and realise their potential. As sole 
fundraiser, the post will focus primarily on working with the Management Team to increase restricted and 
unrestricted income from community fundraising activities and events, but will also be expected to support 
increased individual giving (including major donors and membership), OR commercial link-ups. You will be 
working to diversify current income streams, increasing our small supporter (donor) base alongside our existing 
team of more than 120 service-delivery volunteers and 25 staff.    
 
Volunteer Glasgow has been operating in the city for over 45 years supporting volunteers and volunteering, 
providing direct services to, amongst others, children, families and communities and highlighting the value and 
potential of volunteering on a national level.  You would join a team of people committed to Volunteer Glasgow’s 
vision and would augment the skill set to secure support and resources for our work. 
 
Based at our office in the city centre, with excellent transport links the post represents a challenging 
developmental opportunity with favourable annual leave and flexible working. You will be working alongside our 
existing team of 120+ service delivery volunteers and 25 staff to diversify current income streams and increase 
our small supporter (donor) base.  You will have clear targets and objectives to achieve during a probationary 
period and beyond.   
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Work tasks/responsibilities Skills/ Abilities Knowledge/Experience/(Qualifications) 
 

Inspire, develop and co-ordinate increased 
involvement from supporters, managing new 
and existing relationships with volunteers, 
donors, members, and partners.  
 
 
Design, develop and implement annual 
fundraising plans and specific proposals with 
the management team.  
 
Manage risk across all activities, ensuring 
compliance with all regulatory requirements, 
best practice standards and VG policies. 
 
 
Lead on the design and distribution of 
fundraising communications activities, media 
and materials, collaborating with colleagues 
to co-ordinate these within the parameters of 
overall VG communication plans. 
 
Prepare monthly, quarterly and annual 
reports on fundraising activities. 
 
Perform any other duties consistent with the 
overall purpose of the post and the skills and 
experience of the post-holder. 
 
Drive to achieve our agreed target returns on 
investment. 
 

 
Ability to confidently identify and 
engage new supporters, asking them 
to raise money and extend/continue 
their support. 

 
Excellent communication skills – on 
phone, in person, at meetings/ 
presentations, in writing. 

 
Planning/organisational skills 

 
IT skills including using MS Office 
packages and online facilities.  
 
Ability to take an anti-discriminatory 
approach at all times. 
 
Ability to generate new ideas, 
approaches and research potential 
supporters and opportunities. 

 
Accountability 

 
Reporting directly to the Chief 
Executive and working effectively with 
the Volunteer Glasgow management 
team to fulfil the relevant objectives set 
by the Board of Directors/Trustees. 
 

 
Essential: Design, implementation of fundraising 
activities and events with competent risk 
management, achieving targets in community 
fundraising and commercial link-ups OR individual 
giving.  

 
Essential: Proven track record (1 year+) of working 
effectively with people from a wide range of 
backgrounds and of managing effective internal and 
external relationships with colleagues and individual, 
group or corporate supporters; for example, as a 
Fundraising Assistant. 

 
Essential: Work on own initiative to meet fundraising 
objectives and tight deadlines under pressure. 
 
 
 
Desirable: Relevant qualification e.g. IoF Certificate 
in Fundraising Management. 

 
Desirable: Comprehensive understanding of current 
legislation and best practice guidelines in relation to 
fundraising and working with volunteers. 
 
Desirable: Understanding of the range of services 
provided by VG and the needs of beneficiaries. 
 
Desirable: Experience of designing and facilitating 
effective meetings and training events. 
 
Desirable: Confident, collaborative decision-making 
and project management experience. 
 

 

 


