
             

   

Engagement Officer - Job Description 

1. Job title:  

Engagement Officer (12 months fixed term with opportunity to extend, subject to funding) 

2. Main purpose of job  

To recruit, retain, and develop members and volunteers by delivering a full events 

programme  

To ensure that individuals and families affected by bleeding disorders have access to 

appropriate support and a full programme of varied events throughout the year. To further 

ensure that members are recruited and retained, and that volunteers are well supported.  

3. Key areas of responsibility  

This is an excellent opportunity to join a small team of staff and volunteers within a new and 

growing organisation.  

This diverse role involves: 

a) Planning and delivering an annual programme of events throughout Scotland; events 

will cover a wide range of topics for audiences of various ages with different areas of specific 

interest/need. 

b) Appropriately responding to requests for support from individuals and families affected 

by bleeding disorders.  Including:  

- Signposting 

- Telephone support 

- Face to face meetings with members to best understand and respond to the varied needs of 

the bleeding disorders community in Scotland 

c) Attending relevant sub-committees which may be established by the Board of Trustees.   

d) Engaging with Haemophilia Scotland members and volunteers to ensure events reflect 

their needs and ideas. 

e)  Regularly visiting Scottish Haemophilia Centres to ensure close a close working 

relationship in relation to events and signposting. 

e) Working with the Chief Executive Officer to produce proposals for future events 

(including funding applications) based on feedback and an assessment of needs. 

f) Managing an allocated events budget, ensuring responsible monitoring and evaluation 

to achieve the greatest impact. 

g)  Recruiting and retaining members, including the maintenance of the membership 

database. 

h) Implementation of the volunteering strategy including identifying opportunities for 

volunteering, internally or externally, and supporting members or non-members to take 

advantage of them. 
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i)  Supporting the wider work of Haemophilia Scotland, assisting with office 

administration, and other roles agreed with the Chief Executive Officer. 

4. Key Skills and Experience  

a) Strong computer literacy skills including Microsoft Word and Excel. 

b)  Excellent written communication stills including writing for members newsletter and for 

the website. 

c)  Strong verbal communication and presentation skills.  Providing strong leadership at 

events.   

c) Experience using online events tools such as EventBrite and integrating them with 

social media platforms such as Facebook and Twitter.  Familiarity with MailChimp is also 

desirable. 

d)  Experience in coordinating events suitable for families. 

e)  An imaginative and creative approach to devising events that are well suited to 

Haemophilia Scotland members and will also attract new members and supporters of the 

organisation. 

f) An ability to ensure accessibility to events for people with restricted mobility or similar 

needs.  

g) Confident interpersonal skills and a willingness to interact with members face to face 

and by phone. 

h)  The ability to produce compelling marketing materials for events. 

h)  Strong organisational and administration skills. 

i) Knowledge of effective events marketing tools to ensure good attendance. 

j) Ability to work collaboratively with volunteers and engage the wider community in the 

design and delivery of events and support. 

k)  Desired experience in sourcing voluntary funding to facilitate/sustain a diverse events 

calendar going forward. 

5. Responsible to (reporting relationship) 

Reporting to the Chief Executive Officer 

6. Development Opportunities 

The nature of this role allows for varied learning and development opportunities. The 

successful applicant will be encouraged to attend relevant training courses and conferences 

where appropriate.  

A full induction process will be provided, with a specific focus on developing knowledge of 

bleeding disorders, the surrounding political landscape and associated medical developments. 

Visits to Haemophilia Centres throughout Scotland will be encouraged, as a means of building 

and strengthening relationships that will be beneficial to Haemophilia Scotland. 

Hands on experience within a small, growing organisation allows for excellent insight into 

voluntary sector management and ensures development of a varied skill set. 

 


