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	Job title
	Graduate Officer (6-month contract)

	Department
	Advancement and Alumni Engagement

	Responsible to
	Advancement Manager

	Responsible for
	N/A

	Grade
	4

	Location
	Executive Office, Inverness (could be remote or hybrid)

	
	

	Criteria
	Essential
	Desirable

	Qualifications
	Educated to degree level in a relevant subject, or possess an equivalent level of skills knowledge and experience.
	Relevant professional qualification

	Experience
	Experience in stakeholder engagement and/or relationship management roles. 

Experience in data processing, input and handling of sensitive information.

Experience organising and supporting engagement events or initiatives.
 

	Experience of and demonstrable success in using fundraising databases or CRM systems (e.g., Raiser’s Edge)

Experience of working with, recruiting, managing and motivating volunteers or supporters

Experience in a similar role in the university or charitable sector. 


	Knowledge and skills
	Excellent research and analytical skills. 

Confident IT and administrative skills – software currently used daily in the role includes Microsoft Office and Raiser’s Edge (NXT and database view). 

Excellent attention to detail with strong verbal and written communication skills.

Outstanding interpersonal skills with the proven ability to establish and maintain positive relationships with a wide range of people
	Knowledge of university alumni sector.

Familiarity of GDPR and its implications in the management of alumni and supporter data

The ability to write and edit effective copy coherently and independently for a wide range of purposes.


	Personal qualities 
	Ability to build relationships and trust with colleagues and external contacts.

Ability to demonstrate the highest level discretion and confidentiality

Ability to prioritise and work to tight deadlines independently.  

Flexible and proactive. 
	Ability to think laterally.

Knowledge of and commitment to the aims of the university.

	Other circumstances
	
Supportive and helpful to all.

	Proficiency in Gaelic language and knowledge of, or interest in, Gaelic culture.
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