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Bringing Edinburgh’s Communities Together

	Job Description
	
	March 2021


	Role: Business Development Officer 
	Department:  Centre Services 

	Reports to:  Operations Manager 
	Salary:  £25,000 (pro – rata)

	Location:  Working from Home/Eric Liddell Centre 
	Type of Contract: Temporary (6 Months) 

	Working Hours and Pattern: 25 hours per week, working generally Monday to Friday during normal business hours although some evening and weekend work may be required.
The recent COVID-19 has confirmed the need to offer some flexibility with homeworking with video conference contact and support from the CEO, SMT and Project Staff.


ABOUT THE ERIC LIDDELL CENTRE 

The Eric Liddell Centre (Scottish Charity Number SC003147) is a local care charity and community hub founded in 1980 in memory of the 1924 Olympic 400m gold medallist, Eric Liddell. Our mission is to be at the heart of the community, enhancing health and wellbeing and improving people’s lives.
JOB PURPOSE 

The Eric Liddell Centre (ELC) is undergoing a period of growth and development with a new vision for local community services linked to our strategic business plan. 
This post is funded by the Adapt and Thrive Fund, which was established as part of the Community and Third Sector Recovery Programme to support organisations affected by the coronavirus pandemic. 
This forms part of a £350 million package from the Scottish Government.  

The purpose of the role is to scope, develop and begin to implement how the Centre can future proof itself by; 

· Considering, developing and implementing a range of income generation activities such as, adult education classes/recreational/health & wellbeing activities and events, online and Centre based, to generate income for the charity, which can be invested in our charitable purposes and services.  A wide range of tutors will be recruited on an hourly rate or sessional basis.  Members of the public will pay to attend activities either online or physically in the Centre. 

· Marketing our available office space to charities/not for profits who are searching for office accommodation.

· Reviewing our existing charity shops with a view to make them more accessible to the public and develop proposals to increase their income levels.

· Exploring complementary services to our Caring Soles Service.
· Marketing our services and Community Hub to the wider public.  

A wide variety of income generating activities will be explored, but in particular, they will concentrate on the following:-

· Informal learning opportunities

· Recreational activities & gatherings

· Health & Wellbeing

· Social Connections

· Emotional Support

· Potential Café and catering developments

KEY RESPONSIBILITIES AND ACCOUNTABILITIES
· You will report to the Operations Manager and will provide updates on progress and developments to the CEO and the SMT. 
· Consider, develop and coordinate a range of income generation activities to raise funds for the Centre online and at the ELC. 

· Coordinate the input of Tutors/Workshop Leaders to produce/organise the delivery of a series of on-line and in house activities for members of the public, including for example, Mindfulness, Yoga, Tai Chi, Indian Dance and other areas of interest. 

· To liaise with the Communication Administrator regarding the development of appropriate marketing and PR information linked to the Activities Programme

· Develop a Marketing Plan in conjunction with our PR Lead Officer/Communications Administrator for our available office space for charities and assist the Operations Manager advertise, negotiate rent and arrange visits.
· Support the Operations Manager to market the ELC Community Hub to all potential customers.

· Engage with members of the public and staff/tenants/volunteers/users of the Centre to survey interest in paid for ELC classes and courses. Review existing charity shops in consultation with staff, volunteers and members of the public to increase visibility and income levels.   
· Explore demand for a supportive ‘pamper’ service for those not able to attend mainstream hairdressers or nail bars due to Dementia or other Cognitive Impairments. 
· Work with/coordinate activity tutors (listed above/others) to develop taster sessions that can be made available via ELC social media platforms, website and in the building. 
· Research the practicalities of using the ELC YouTube channel to provide activities and content. 

· Establish a relevant income generation programme, to engage the wider public via ELC social media platforms, website, press and media.

· Liaise with the Finance Manager/Operations Manager regarding Project expenditure and associated reporting.
· Take a key role in relation to reporting on outcomes to the SMT, funder/Scottish Government.

· Work with the Senior Management Team (SMT), ELC staff and the Communications Administrator to maximise the impact of the Project.
· Ensure that all Terms and Conditions of the funder are met and delivered.

This list of responsibilities and accountabilities is not exhaustive and will include other duties as directed by the CEO/Operations Manager from time to time.
KEY OUTCOMES – after the pilot 
· Projected income from the Activities Programme is increasing

· A number of Taster sessions have been delivered online.

· The Centre will have marketed available space to charities, explored the viability of a supported ‘pamper’ service, increased the visability of the Centre’s charity stores and an indication of what paid for Adult Education/etc courses would be of interest to members of the public. 

· The Centre has a wide range of tutors who agree to deliver courses on a sessional basis.
KEY OUTCOMES – longer term

· The Eric Liddell Centre has an increased number and wider range of online and in house activities. 

· Income is generated for the Centre from courses, office rental, increased footfall to the charity stores and cafe.
· The range of opportunities for the public to engage with the ELC is increased.
· More members of the public attend our online/building based activities and use existing services, such as our Café Connect.
· Café income is increased.
· The ELC becomes a more sustainable organisation and its profile is increased. 
REQUIRED QUALIFICATIONS, SKILLS, EXPERIENCE & KNOWLEDGE

Essential:
· Knowledge of business development activities/income generation

· Proven excellent track record of engaging with members of the public. 
· Demonstrable experience of developing relationships and negotiating. 
· Experience of developing and delivering programmes.
· Excellent communication skills.
· Proactive, self-motivated and organised – experienced at working independently, managing multiple priorities simultaneously and achieving success within a target driven environment.
· Excellent IT skills including MS Office related software.
· A relevant degree, professional qualification or equivalent experience.
Desirable:
· A keen interest in and understanding of the Eric Liddell Centre and a passionate belief in our vision and mission. 

· Knowledge of community activities, Adult Education Courses and associated developments.

· A current driving license valid for driving in the UK.
DIMENSIONS AND SCOPE OF JOB
Scale:
· This role is a six month pilot to explore the possibility of the Eric Liddell Centre to raise a significant income by running a series of income generating activities, both online and in the Centre during the COVID-19 pandemic and beyond.
Internal Relationships:

· You will work closely with the wider team, SMT, tutors, possibly volunteers and will liaise with Care/Project staff to ensure a co-ordinated and consistent approach to all project developments.
The Key Responsibilities, Scope of Job, and Required Qualifications, Skills, Experience & Knowledge reflect the requirements of the job at the time of issue.  The Centre reserves the right to amend these with appropriate consultation and/or request the post-holder to undertake any activities that it believes to be reasonable within the broad scope of the job or his/her general abilities.
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