
[image: image1.jpg]e Y ¢ Bipolar
® yeo Scotland




Job Description

Delivery and Development Officer
	Main Objective & Purpose 
	Support the Head of Development in the successful delivery of existing services and the development of new initiatives, in line with Bipolar Scotland strategy and business plans.

The Delivery and Development Officer will play an integral part in maximising Bipolar Scotland’s reach and impact. The post holder will be responsible for the successful delivery and continuous development of existing services within their remit and play a pivotal role in the development and implementation of new activities, both charitable and commercial, in accordance with Bipolar Scotland’s Strategy and business plans. The post holder will also provide support, supervision and line management for volunteers, in addition to day-to-day operational management of all services and activities within remit.



	Reports to
	Head of Development

	Responsible for
	Staff and volunteers within remit and as delegated

	
	

	Main areas of responsibility and duties

	Delivery & Development
	· Management of all service delivery within remit, ensuring efficient allocation of resources and effective utilisation of staff and volunteers to maximise reach and impact

· Develop, implement and manage efficient and needs-led referral processes for all services within remit, allocating resources effectively, maximising capacity and minimising waiting lists.

· Develop and utilise effective research, communication and project planning methodologies to coproduce ideas and detailed proposals for new and innovative initiatives in association with members, people with lived experience, relevant professionals and wider communities. 

· Development of specialist courses relating to management, self-management and peer support of bipolar disorder, informed by those with lived experience as well as current evidence-based research, latest developments in the field and best practice from authoritative and credible sources.

· Develop and implement detailed project plans to manage the successful implementation and ongoing delivery of new initiatives, ensuring that they are delivered on time and within budget. 

· Develop, implement and maintain effective user-led quality assurance and monitoring processes that inform continuous development of all services within remit.
· Recruitment, induction and training of staff and volunteers delivering services within remit, in accordance with Bipolar Scotland policy and relevant legislative and regulatory requirements. 

· Develop and deliver high quality induction and training resources for staff and volunteers to ensure they are adequately skilled and prepared for their roles, and provide effective ongoing support, supervision and development.

· Continuously assess learning and development needs of staff and volunteers within remit, co-produce personal development plans and facilitate access to relevant learning opportunities as required and approved. 



	Engagement
	· Facilitate regular and meaningful opportunities for members and people who engage with Bipolar Scotland to provide feedback on performance and input into the continuous improvement of all activities.

· Ensure that all engagement opportunities are inclusive and accessible to the diverse needs of all those we engage with, maximising opportunities for people from underrepresented groups.
· Represent Bipolar Scotland on both national and local groups and relevant forums, conferences and networking events

· Develop and maintain productive relationships with key external stakeholders within remit including funders, commissioners and delivery partners

· Contribute positively to the work of Bipolar Scotland nationally and locally by providing training and awareness raising to external groups. 

· Create meaningful opportunities for the public and others with an interest in bipolar to learn about, contribute to and support Bipolar Scotland’s work through a variety of activities, including public events, talks, presentations and workshops.



	 
	

	Record Keeping and Reporting
	· Maintain accurate records of all Bipolar Scotland activity within remit.

· Produce intelligence-led, high-quality reports and presentations on activities within remit for a range of audiences, including for Chief Executive, Head of Development, Management Team, Board Members and appropriate external stakeholders such as funders and commissioners.

· Develop, implement and maintain effective quality assurance and outcome monitoring processes and conduct regular audits to ensure continual accuracy of the information and data required



	Cross-Functional Working
	· Support Fundraising and Communication Teams in the development of funding applications and other income generation initiatives to secure sustainable funding for new and existing projects.

· Assist with the coordination and management of member and volunteer-led income generation, public affairs, awareness raising and promotional activities. 

· Support the work of Fundraising Team by planning, managing and attending income-generation and cultivation events as agreed. 

· Assist with the production of funding applications and tenders by providing qualitative and quantitative data reports in relation to Bipolar Scotland’s activities, and information gathered from research and through engagement with members, those who engage with Bipolar Scotland and the wider population of people with lived experience as required. 

· Support the work of the Communications Team by producing evidence-based research on our own and other organisations activities, providing relevant and engaging content about Bipolar Scotland activities, services and initiatives for publication, representing Bipolar Scotland and our work at conferences, seminars, awareness raising, and other public engagement activities as required. 

· Support the Membership Team by creating and maintaining accurate records of member activity, capturing required data accurately on relevant systems.

· Work effectively across functions to support and manage staff and volunteers as directed.



	Income Generation
	· Maximise income generation through the development and delivery of commercial projects as agreed with the Head of Development 

· Recruit, train and manage staff and volunteers to deliver commercial products and services.

· Proactively seek out income generation opportunities and make warm connections between potential collaborators and Fundraising Teams.

	General
	· Maintain diligent health and safety standards by conducting regular and robust risk assessments on all activity within remit as required by law and in line with Bipolar Scotland policy. This includes external venues and risk assessments for individuals. 
· Ensure all staff and volunteers within remit comply with Bipolar Scotland Policy, Procedures and practice guidelines in relation to safeguarding, Adult & Child Protection, GDPR, Professional Boundaries & Ethical Practice, H&S audits and risk assessments, Infection Control, Incident and Accident Management, and all other relevant policies. 
· Ensure robust budget and financial management of all activity within remit in accordance with authorisation limits and Bipolar Scotland policy and procedures

· Occasional evening and weekend working as required. There may be a need for the postholder to stay overnight on occasion, but this is expected to be rare. 

· Extensive travel throughout Scotland is anticipated (within working hours wherever possible). 

· Bipolar Scotland is committed to ensuring a positive work/life balance for all staff and are open to discussing flexible working arrangements which accommodate family, carer and childcare responsibilities wherever possible.


	Other
	· Assist in day-to-day office procedures and attend to incoming phone calls and mail as appropriate.

· Undertake any other task as reasonably expected by line manager


Person Specification
	Knowledge


	· Considerable knowledge of bipolar and broader mental health and wellbeing, mental illness, recovery, treatment and support, including peer support

· Detailed knowledge and understanding of issues faced by people who live with Bipolar, their families and carers
· Knowledge of mental health, Safeguarding, equality, human rights and other relevant legislation
· Sound knowledge of Project Management and Research methodologies
· In-depth knowledge of mental health policy, structure and services in the statutory and voluntary sectors. 
· Understanding of good practice volunteer recruitment and management. 

	Core skills
	· Able to continuously role model Bipolar Scotland values and promote positive, inclusive culture

· Excellent verbal, written and presentation skills essential.

· Ability to analyse, evaluate and utilise complex data and information.

· Ability to use interpersonal skills to build and sustain relationships.

· Ability to respond creatively to emerging needs of those who engage with services, members and supporters
· Ability to manage and resolve conflict.

· Ability to balance competing priorities within tight timescales.

	Experience
	· Direct or indirect experience of living or working with mental health conditions, particularly bipolar, and of the key issues facing people with lived experience of the condition and their support networks. 

· Experience of designing and developing innovative services for people with lived experience of mental ill health, and successfully bringing these to market. 

· Experience of developing and delivering a range of high-quality training initiatives to both internal and external audiences

· Experience in team and individual development and management.

· Experience in managing budgets and producing financial reports for internal and external audiences. 

· Experience in working across sectors.

· Proven track record of delivery within a high performance, high pressure environment.
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