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Description automatically generated]JOB DESCRIPTION

	
POST:	Development Officer

REPORTS TO:	The Chief Executive

CONTRACT:	Part-time 30 hours per week

HOURS:	Monday -Thursday, 9am - 5pm, including a 30-minute unpaid meal break.

PACKAGE:	£29,000 pro-rata 

LOCATION:	The Health Agency, Wester Hailes Healthy Living Centre

ABOUT THE HEALTH AGENCY
The Health Agency is a community-led charity in Wester Hailes, dedicated to supporting over 2,000 people each year across South-West Edinburgh’s most deprived communities to lead longer, healthier, more fulfilling lives.  

We exist to address the impact of poverty and inequality on health.  People in our community are more likely to experience poorer physical and mental wellbeing, social isolation and food insecurity, which means life expectancy can be significantly lower than in more affluent areas.

Through a range of services, we provide accessible information and advice, alongside practical and emotional support.  Our approach empowers individuals to take control of their health and wellbeing, while building stronger, more connected communities.  

PURPOSE OF THE ROLE
The Development Officer plays a vital role in supporting the growth, sustainability and impact of The Health Agency. This is an exciting opportunity for a creative and proactive individual, with a background in marketing or fundraising, who wants to make a genuine difference in the Wester Hailes community. The role is ideal for someone who enjoys building relationships, supporting and engaging volunteers, strengthening community connections and playing an active role in developing fundraising opportunities to support a purpose-driven organisation.

A key focus of the role is engaging with members, volunteers, donors, fundraisers and clients—ensuring everyone who connects with The Health Agency feels welcomed, valued and inspired to get involved. By growing our membership and supporting meaningful conversations with local residents, the Development Officer will help ensure community voices shape how our services develop.

The role also leads on strengthening our volunteer offer - recruiting individuals with diverse skills, ensuring they feel supported and empowered, and creating opportunities for volunteers to contribute in ways that benefit both them and the wider community.

Raising the profile of The Health Agency is another central aspect of the role.  The postholder will help develop engaging communications, develop materials that tell our story, support outreach activity and enhance our digital presence across our website and social media channels.

The Development Officer will drive income generation through fundraising activities and service donations, helping secure the resources need to sustain and expand our services.

This is a varied and rewarding role, ideal for someone looking to build a career in the third-sector while helping our community to thrive.


DUTIES

1. Lead the recruitment, induction and support of volunteers and members, including coordinating PVG checks, maintaining accurate records and creating meaningful engagement opportunities. 

2. Drive income generation activity, including community fundraising, online giving, service donations and donor support—processing income, maintaining accurate CRM records and ensuring compliance with fundraising regulations, GDPR and ethical standards. 

3. Manage supporter care and stewardship, building and maintaining strong relationships with volunteers, members, donors and fundraisers to inspire ongoing engagement and support. 

4. Develop engaging marketing and communications content - including social media, newsletters, case studies and promotional materials, ensuring consistent branding and a proactive communications calendar. 

5. Enhance The Health Agency’s digital presence by managing website updates, email communications and targeted messaging to increase reach and supporter conversion. 

6. Represent The Health Agency at external meetings, networks and community events, helping raise our profile and build local partnerships. 

7. Work alongside the Chief Executive, contributing to trust and foundation fundraising, including researching opportunities, maintaining a funding pipeline, and preparing high‑quality applications, proposals and reports. 

8. Collaborate with service leads to identify stories, data and outcomes that strengthen funding bids, reports, promotional activity and fundraising campaigns. 

9. Provide flexible operational support, including scheduled reception cover on Wednesday and Thursday mornings, and offering additional cover during periods of annual leave or sickness. Support wider administrative tasks to ensure a smooth, welcoming and well‑organised environment for staff, volunteers and community members.


SKILLS, KNOWLEDGE AND ATTRIBUTES

	
Area

	
Essential
	
Desirable

	Experience
	1-2 years’ experience working in marketing, fundraising or community engagement.

	Experience working in the voluntary or community sector.

	Communication & Marketing Skills
	Excellent written communication, able to produce clear and compelling content across digital and print channels.

	Knowledge of marketing principles and approaches.

Able to identify and share meaningful stories, data and insights to support communication, production of marketing assets and funding applications.


	Volunteer & Membership Engagement
	Strong interpersonal skills and able to build rapport quickly with a wide range of people.

Ability to provide supporter or customer care.

	Confident working with volunteers and supporters.

Confidence in delivering presentations to groups.

Commitment to creating inclusive, empowering spaces where everyone feels valued and heard.


	Fundraising
	Understanding of individual giving and community fundraising.

Ability to manage donor data, keep accurate records of donations received and support income reporting.
	Experience supporting or delivering individual giving or community fundraising activities and processes.

Knowledge and understanding of fundraising governance, compliance and ethics.


	Digital & Technical
	Comfortable using social media and keeping websites up to date.

Proficient in Microsoft Office.

Experience of CRM systems and fundraising databases.

	Knowledge of digital marketing, social media management and website content systems.

Able to use analytics tools to track digital performance and engagement.

Experience using design tools like Adobe and Canva.


	Organisational Skills
	Able to manage multiple tasks, prioritise effectively and work well under pressure.

Strong attention to detail and accurate record keeping.
 
	Experience of processing PVG’s.

	Teamwork
	Collaborative, team focused approach.
	Builds positive relationships across teams and contributes to supportive environment.


	Personal Attributes
	Creative and enthusiastic with a willingness to learn and adapt

Aligned with the aims and values of The Health Agency

	Knowledge and understanding of the effects of poverty and health inequality on health and wellbeing.





BENEFITS
· Employee Assistance Programme
· 3% contribution to NEST pension scheme (employee contribution of 5%)
· 24 days annual leave, plus Scottish public holidays pro rata.  Annual leave increases to 29 days after five years’ service and 34 days after 10 years’ service.

[bookmark: _Hlk51744047]ADDITIONAL NOTES
· The duties of the post may occasionally require some evening or weekend working. 
· The post is subject to a 4-month probationary period. 
· PVG Scheme Membership, a Right to Work in the UK check and proof of qualifications declared on the application are required.
· This job description remains subject to review by the charity at any time and does not form part of the potholders’ contract of employment, unless explicitly stated.
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