
 

HHHOOO444...JJJDDD...OOOCCCTTT222000111000                                                                                                                                                      PPPaaagggeee   111   ooofff    222   

 
Job Description 
 
Fundraising and Communications Officer - Administration Department 
 

Note: This job description is not intended to establish a total definition of the job, but 
an outline of the duties. This job description will evolve as this newly-formed role 
evolves. 
 

Job Title: 
 

Fundraising and Communications Officer 
21 hours per week 

Salary:  
 
 

Salary scale points 8 - 10 subject to experience. 
£10.00 to £10.68 per hour 
£10,920 to £11,663 per annum (21 hours per week) 
Duration: Permanent subject to successful 
completion of 6 month probationary period. 

Location: 
 

N-Vision, Bosworth Place, Blackpool 

Accountable To: 
 

Finance and Administration Manager 

Responsible For: 
 
 

Working with the Senior Management Team to raise 
the profile of the charity, increasing income 
generated through fundraising.  
 

Raise awareness of the charity, its services, 
successes and plans. 
 

Work closely with the Senior Management Team to 
create engaging content for N-Vision’s social media 
presence, including keeping social media channels 
updated and brand-focused, and seeking out new 
avenues and ways of connecting with audiences. 
 

Working Arrangements: 
 
 

21 hours per week over 3 days (Monday - 
Wednesday). 9am till 4:30pm. Half hour lunch 
break. 

Main Duties:   
Fundraising: 

1. Secure funding for projects through institutional donors, trusts and foundations. 
2. Build unrestricted income by developing income streams from individuals, 

corporate and major donors. 
3. Approach businesses, local authorities, trusts, foundations and individuals to 

maintain and secure existing and new funding streams, building strong 
relationships. 

4. Research funding opportunities to develop specific project proposals. 
5. Organise and run fundraising activities such as sponsored or promotional events, 

donation campaigns, supporting individual members of the public in their 
fundraising initiatives. 

6. Develop new ideas to acquire funding including virtual events. 
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7. Increase supporter engagement. 
8. Runs systems needed to help fundraising work, including maintaining a CRM 

system. 
9. Writing reports as required by N-Vision Trustees and management, and funders. 
10. Ensure all work undertaken and records kept are in line with data protection 

regulations. 
11. Adhere to required fundraising codes of conduct. 
12. Control budgets and work to targets. 
 

Social Media: 
13. Manage N-Vision’s social media channels including Facebook, Twitter, LinkedIn 

and other relevant platforms. 
14. Create dynamic written, graphic and video content. 
15. Create content to promote audience interaction and increase event participation. 
16. Work as part of a team to develop social media campaigns, including new ideas 

and concepts. 
17. Manage social media communications. 
18. Analyse and report on audience information and demographics and success of 

campaigns. 
19. Use timelines and scheduled content to create and maintain a consistent content 

stream for audience interaction. 
 
General: 

20. Review emails daily and action/reply. 
21. To deal with incoming telephone calls and enquires. 
22. To support the Finance and Administration Manager as required. 
23. To undertake other general administrative duties as required by the Finance and 

Administration Manager and the Chief Executive.  
24. To carry out other associated duties, responsibilities and training as required.  
25. To maintain harmonious working relationships with supporters, residents, 

volunteers, clients and colleagues.  
26. All employees are expected to positively promote the work of the organisation 

through communications, publicity and fundraising.  
27. To comply with all Regulatory and Organisational Policies and Procedure eg: 

Health and Safety; Confidentiality; GDPR etc. 
28. Review this job description with the Finance and Administration Manager as 

required as the role evolves. 
 

 
 
 
Signed: ____________________________ Date: _________________ 
[Employee] 


