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Job Title 		Account Manager

Salary Scale 		SCVO Grade A1 (£21,728 to £24,948)

Contract 		Fixed term to 31 March 2022

[bookmark: _Hlk63786571]Location 	SCVO staff are currently working from home. When our offices reopen this role could be based in any of our Glasgow, Edinburgh or Inverness offices, with the option to work from home for some of the working week. 

1. Purpose and values 

SCVO believes the voluntary sector is vital to Scotland’s economy and society. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our purpose, therefore, is to support, promote and develop a confident, sustainable voluntary sector in Scotland.

Our values are the foundation of how we act individually and collectively as SCVO staff members. We are:

· Accountable and committed
· Responsive
· Supportive
· Progressive
· Bold

2. Job context

SCVO, through their Employment Services, look to develop and offer employability initiatives that can benefit/support and develop the sector along with the participants in recognising the sector as a workplace of choice.

Employment Services currently manage the Scottish Government funded Community Jobs Scotland (CJS) programme and act as a Gateway through the UK Government funded Kickstart Scheme, creating temporary jobs within the sector for unemployed young people who are more disadvantaged in accessing the job market.  This post will primarily focus on the delivery of the programmes by working with employers on an account management basis.




3. Person specification

The job holder will be expected to demonstrate the following range of experience and skills:

Essential

· Experience of working with third sector organisations engaged in the employability agenda
· First class organisational skills, a flexible approach and the ability to respond effectively to changing priorities
· Excellent IT skills, including updating CRM databases and familiarity with spreadsheets.  
· Ability to work closely with a wide range of agencies
· Ability to prioritise workloads
· Good oral and written communication skill, together with the ability to work effectively with people at all levels
· Ability to work on your own initiative in support of team objectives
· Ability to use initiative and creativity as an individual, but also to support team objectives
· Excellent oral and written communication skill, together with the ability to work effectively with people at all levels

Desirable

· Knowledge of the Scottish voluntary sector and the context of its work would be useful
· Marketing and social media skills

4. 	Specific duties

· Assist in the general delivery of the employability programmes
· Account Manage an employer caseload in the creation, recruitment and delivery of opportunities
· Develop and maintain good working relationships with employer organisations
· Liaising with referral agencies and other programme stakeholders 
· Maintain and update systems to track progress of participants 
· Produce regular reports on tracking feedback
· Provide support in the organisation and running of events, providing administrative support as necessary
· Attend external and or virtual recruitment events representing the CJS and or Kickstart programmes
· Create content for funder reports
· Provide general administration support for the Employment Services programmes 
· Respond to general telephone enquiries

5. 	Other duties

Any other relevant general duties as may be required by the line manager.

SCVO staff are organised in teams.  All teams are expected to share workloads and become familiar with a range of common duties to ensure continuity of service during peak periods, sickness absence and holidays.

6. 	Location/Accountability

The post will be home based but there will be significant online interaction and support with the team. When lockdown restrictions have been lifted the postholder will be based at one of SCVO’s offices: Edinburgh, Glasgow or Inverness. 

The post holder will be responsible to the Employment Services Co-ordinator. 

7.  Diversity and inclusion at SCVO
 
SCVO wishes to increase the diversity of its staff and welcomes applicants from all sections of the community, particularly from people with disabilities and people from black and minority ethnic communities, currently under-represented within SCVO.  SCVO offices are currently closed, when open they are fully accessible.  
 
SCVO welcomes requests for flexible working, including part-time working or job sharing. If you would like a copy of SCVO’s diversity and inclusion policy, please contact hr@scvo.org.uk or 0131 474 8004. 

8. 	SCVO Terms & Conditions 

Salary: 					SCVO Grade A1 (£21,728 to £24,948)

Annual leave: 				28 days plus 6 public holidays 

Cost of living increases: 			On 1 April each year

Contributory pension scheme: 		SCVO offers a Defined Contribution 
Pension Scheme to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary exchange option is available

Probationary period: 			6 months 

Hours: 					35 hours per week

9.	To apply

Please e-mail your application to recruitment@scvo.org.uk by 12 noon on the closing date.  
 
Closing date:			Wednesday 7th April (by 12 noon)
 
Interviews:	Thursday 15th April (by zoom video call)

If you need any more information about the application process, please contact bonetta.davis@scvo.org.uk
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