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1. ABOUT DR. BELL’S FAMILY CENTRE 
 
Dr. Bell’s Family Centre is a welcoming place where families with young children living in Leith and North 
Edinburgh can get encouragement, support and advice in a relaxed environment.  We focus on supporting the 
vulnerable and disadvantaged and bring together people of different cultures around a shared agenda - the 
welfare of children.   

Our services include: 

• Café serving low cost, healthy food 
• Crèche facility for children aged 0 to 5 
• Family Support 

The gateway to the family centre is the popular community café.  The café provides a relaxed, non-stigmatising 
environment which makes walking through the door to find out about other services much easier.  At the heart 
of our Centre is the Community Crèche which provides high quality childcare at affordable rates or free to those 
in need.  The crèche allows parents to attend groups and appointments; it supports vulnerable families through 
the provision of regular crèche spaces and offers a drop-in facility for all local families.  

Dr. Bell’s Family Centre opened in August 2006 and was set up as a partnership between local people, 
Edinburgh City Council and NHS Lothian in response to the recognised need for support for families with young 
children in Leith.  We work in partnership with Home-Start Leith & North East Edinburgh and Multi-Cultural 
Family Base, offering cross-organisational referrals between our services which complement one another. 

Our largest funder is the City of Edinburgh Council, which grants 18% of our running costs.  We receive 
donations from Trusts and Foundations and rely on the community to support us through fundraising and 
volunteer activities. 

 
2. THE ROLE OF VOLUNTEERS 

 
Volunteers play a key role in the smooth running and supportive environment of Dr. Bell’s Family Centre.  A lot 
of our service users spend time volunteering on reception, in the café or by fundraising, as a way of saying 
thank you for the support they have received. 
 
Our Board of Trustees are all volunteers with specialist skills needed for governing a small charity.  Our café and 
reception volunteers not only provide a key font-line service for customers and clients, they are also the face of 
Dr. Bell’s and ensure that everyone is made to feel welcome and supported when they come into the Family 
Centre. 
 
Volunteers make up the majority of our personnel, they include the Board of Trustees, the fundraising team 
and those who volunteer in the Family Centre on reception or in the community café.  We also have volunteers 
who maintain our website, do our social media and design posters and leaflets.  Alongside our volunteers, we 
have a small staff team to ensure key service delivery and to support volunteers.  
 
In return for their time and skills, our volunteers all receive travel expenses, a light snack, support and 
references.  Every year we hold a Christmas lunch for volunteers and celebrate Volunteers Week in June.  
Volunteers are included in our service development by gathering their ideas on how we can improve. 
 
Thanks to the generosity of so many people, Dr. Bell’s Family Centre continues to thrive in difficult financial 
times.  We hope you will be interested in joining a team of fun, friendly, hardworking volunteers who come 
together to help support families living in Leith.  



3. JOB DESCIPTION 
 

JOB IDENTIFICATION  
Job Title:  Volunteer Fundraiser 
Responsible to:            Centre Manager 

 

JOB PURPOSE 
 
The Volunteer Fundraiser will sit on the Fundraising Group and, with the other members, takes responsibility 
for community and business fundraising for Dr. Bell’s Family Centre.  This includes working with the other 
Fundraisers to identify activities and plan and deliver events which bring the community together to raise 
funds for Dr. Bell’s. 

DIMENSIONS 
 
A Fundraiser is a key advocacy for Dr. Bell’s and is fluent with the purpose, aims and activities of the 
organisation.  They will be confident, articulate, enthusiastic and a team player who is supportive of the other 
Fundraisers and their activities.  The Fundraiser is the face of Dr. Bell’s Family Centre when out in the 
community and needs to be friendly, welcoming, confident and engaging when meeting parents and 
potential donors.  You will be responsible for communicating with the rest of the Fundraising Group and the 
Centre Manager and must maintain professionalism at all times. 

KEY TASKS 
 

 Contributing ideas for fundraising, 

 Taking the lead for some events and activities, 

 Helping other volunteers to plan, promote and deliver fundraising events, 

 Make contact with local businesses to seek their support, 

 Give talks to community groups about Dr. Bell’s Family Centre, 

 Promote Dr. Bell’s fundraising activities locally, 

 Positively promote Dr. Bell’s, 

 Be an active part of the team and communicate effectively with the Fundraising Group and Centre 
Manager. 

RESPONSIBILITIES 

Administration – Maintain records of all fundraising activity and communication with external supporters.   

Client Care - Receive families and potential donors in a professional and courteous manner, ensuring that the 
right message is communicated appropriately at all times.  

Confidentiality – Many service users and volunteers speak to each other as a form of informal peer-support.  
You will maintain strict confidentiality of conversations overheard or told to you directly. 

Child Protection – You will report any child protection concerns to the Café Worker immediately. 

Health & Safety – Ensure risk assessments are completed for fundraising events.   

COMMUNICATIONS AND WORKING RELATIONSHIPS 

The Volunteer Fundraiser will be required to communicate verbally and in writing with a number of 
individuals and agencies.  As well as service users and café users, these may include Board members, 
users of the Family Centre and their carers, other volunteers and staff.  In communicating with clients, 
patience may be required where there are language difficulties.  Communication will also be necessary 
with external agencies partner organisations, businesses, funders and other visitors to Dr. Bell’s Family 
Centre. 



WORKING CONDITIONS AND ENVIRONMENT 

Health and safety, equalities and protection of vulnerable groups is a key consideration in the operation of 
Dr. Bell’s Family Centre.  The work of the Volunteer Fundraiser must at all times be carried out in strict 
adherence to: 

 The Family Centre’s policies and procedures; 

 The provisions of the Health and Safety at Work Act 1974, and subsequent legislation relating to health 
and safety. 

Although many aspects of the post may be carried out at Dr. Bell’s Family Centre, the majority of 
fundraising activities will take place in other locations around Leith and Edinburgh. 

KNOWLEDGE, SKILLS AND ABILITIES 
 
Essential: 

 A passion for supporting families which are struggling and a non-judgemental attitude 

 Friendly, confident and welcoming approach to all families and potential donors 

 Reasonable IT and numeracy skills 

 Ability to articulate strongly the purpose of Dr. Bell’s 

 Ability to use initiative, seeking guidance when required 

 A positive, flexible attitude 

 Adherence to Dr. Bell’s Family Centre Equal Opportunities Policy and Health & Safety Policy  

 Ability to maintain confidentiality and be diplomatic 
 
Desirable: 

 Ability to work unsupervised 

 Previous experience of fundraising and event organisation 

 Experience of providing support to a team 

 Showing a sincere interest in others and treating all people with respect, courtesy and consideration 

 IT literate, preferably with some experience of using the internet and MS Word, Access and Excel. 
 

 

4. APPLICATION PROCESS 
 
To apply for a volunteer position at Dr. Bell’s Family Centre, please phone 0131 553 0100 and ask to speak 
to the Centre Administrator, or e-mail administrator@dbfc.org.uk  
 
Interested volunteers need to complete an application form, commit to volunteering for at least 3 months 
and provide references.  Suitable candidates will be invited to the Family Centre to find out more about 
what the role will involve and to arrange a date for training and induction. 
 
All volunteers will be given regular supervision and are asked to sign a Volunteer Agreement.  Volunteers 
will begin on a trial basis until both parties wish to commit to ongoing volunteering at Dr. Bell’s Family 
Centre. 
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