
 
 
Job Title 

 
Fundraising Support Officer 

 
Responsible to 

 
Friends Manager and Patrons’ Manager 

 
Location 

 
Elmbank Crescent, Glasgow 

Main purpose of job 
 
To generate income for Scottish Opera by supporting management and stewardship of 
individual donors and Friends. 
 
The post holder will be involved in developing new individual supporters and encouraging 
existing donors to increase their giving, whilst maintaining excellent donor records. 
 
 
Key accountabilities  
 
 To support the management of communications and giving of Scottish Opera’s individual 

annual donors, focusing on Friends giving upwards of £45 per annum and Patrons giving 
up to four figures 
 

 To ask a specified pool of individual donors and prospects for renewals and provide 
upgrades as appropriate within their giving cycles 

 
 To ensure that donors involved in annual giving cycles remain satisfied and engaged, to 

process renewals with courtesy, gathering feedback and responding as required 
 
 To work across the team to support the close involvement of the Friends with the company, 

to develop giving through events and campaigns 
 
 To work with the Patrons’ Manager and Head of Donor Development to identify prospects 

for AGC and legacy programs 
 
 To work with the Patrons’ Manager to ensure a smooth donor pathway between the 

Friends and AGC and other Scottish Opera giving 
 
 To communicate with and support volunteer Friends in their roles, and at events across the 

country 
 

 To work with the Events Manager to ensure activities and events form a coherent part of 
the departmental spectrum, to support the delivery and planning of events as required 

 
 To communicate with Friends via meetings, telephone calls or by letter as appropriate, to 

ensure donor satisfaction and appropriate stewardship 
 
 To maintain accurate, appropriate donor records compliant with Data Protection legislation 

and with fundraising good practice. To work with the Fundraising Data Manager to ensure 
that data is kept and used in an appropriate manner  

 To maintain an up-to-date awareness of tax laws and data protection requirements in order 
to ensure Scottish Opera remains optimally compliant 

JOB DESCRIPTION 



 
 To attend performances and events according to the department rota in order to provide 

stewardship to donors 
 
 To work seamlessly with colleagues across Fundraising and Scottish Opera  
 
 Any other duties as may reasonably required  
 
 
Person specification 
 
Qualifications or Training Requirements 
 
 Educated to degree level or other appropriate tertiary education (preferred but not 

mandatory) 
 
Knowledge, skills, training & experience 
 
 Awareness and commitment to good customer service principles  
 
 Experience in an individual giving fundraising environment would be an advantage 
 
 Knowledge of Raisers’ Edge, data protection legislation and Gift Aid would be an advantage 
 
 Knowledge of the arts sector and in particular of opera would be an advantage 
 
Personal Skills 
 
 Excellent interpersonal and communication skills and a strong drive to provide excellent 

customer service to supporters 
 
 Good record keeping and excellent computer skills 
 
 Organised and systematic approach 
 
 Awareness of wider fundraising opportunities and able to work with colleagues in order to 

take advantage of opportunities 
 
 
General terms and conditions 
 
Contract:  This is a fixed term contract for 18 months 

 
Hours: Standard hours are 35 hours a week, 9.30am to 5.30pm, Monday to 

Friday with one hour for lunch. 
 

Annual salary:  £19,623 – £23,547 plus benefits, depending on experience 
 
Holidays: 

 
25 days per annum plus 10 Public Holidays 

  
Probationary period: 3 months 

 
Pension: After completion of 3 months service, you will be automatically enrolled 

into a qualifying workplace pension scheme. You will contribute 4% of 
your salary and the Company contributes 8%. You are not obliged to 
join the Pension Scheme, but can choose to opt-out if you wish. 

 


