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 JOB DESCRIPTION

Post Title
Organisational Development Manager
Hours


Full Time, 35 hours per week

Salary  

Grade 7 point 36 – 38 (£30,465 – £32,242)

Responsible to      Head of Sector Development
Term
Permanent, subject to funding
Location
Flexible combination of home working and GCVS offices
Purpose of the Job

The post-holder will lead a small team working in Glasgow to support and develop the capacity of third sector organisations to deliver needed services for their community, with a particular focus on supporting organisations that want to play a role in the management and use of community properties and facilities.  

The post-holder will have a critical role in supporting existing and emerging third sector organisations to assess their capacity and respond to development needs. They will have a particular focus on supporting organisations with planning and ensuring they have access to appropriate information and support.   This will include ensuring that the GCVS team are guided and supported in delivering training, guidance and resources.  
Excellent organisational skills and a commitment to a resourceful approach are necessary, as well as excellent communication skills. Ability to lead and work as part of team and to work on your own initiative will be required.  The role will involve partnership working with colleagues across agencies and sectors.  
Although the post manages a small team, it is anticipated that the post-holder will predominately undertake development level work such as the delivery of training or the provision of guidance and resources.

MAIN TASKS AND RESPONSIBILITIES
· Supporting and managing the organisational development team

· Maintaining relationships with partners, funders and other stakeholders

· Develop and monitor the programme of training and events delivered by the organisational development team

· Working with key stakeholders, including the public sector, in developing opportunities for third sector organisations to have an increased role in providing services and managing / using facilities.  

· Understanding, and communicating to colleagues & partners, the priorities and development needs of third sector organisations 
· Developing, collating and promoting tools and resources of use to third sector organisations responding to community need and managing / using community facilities
· Developing and using tools that support third sector organisations to assess their strengths and areas for development

· Delivering guidance, one-to-one advice and training to third sector organisations on areas such as community engagement and business planning
· Ensuring that third sector organisations are appropriately referred to other sources of support from within GCVS and elsewhere.  

· Producing content for e-bulletins, newsletters, websites, social media and briefings.  

· Monitoring the team budget

· Prepare team reports and updates as required

· Develop their own knowledge and skills, including through participation in training and regular supervision. 

· Be a positive active and flexible participant working alongside the other GCVS staff to ensure that GCVS supports and develops the third sector in Glasgow.  
· Adhere to GCVS’s policies and procedures, particularly those relating to Equal Opportunities and Health & Safety at Work.
Additional Information:
· It is the nature of work at GCVS that task and responsibilities in many circumstances are unpredictable and varied.

· All employees are therefore expected to work in a flexible way when the occasion arises so those tasks, which are not specifically covered in their job description, are undertaken. 

· These additional duties will normally be compatible with the regular type of work required by the post. 

· If the additional responsibility or tasks become a regular or frequent part of the employee’s job, it will be included in the job description in consultation with the employee.  

· All GCVS employees are expected to practice and promote equitable, accessible and non-discriminatory approach to work at all times.
Health and Safety

Everyone in this organisation has a responsibility to ensure their own safety and that of others. Employees must report immediately to their Line Manager/ Team Leader or Supervisor any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.

Employment conditions

The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 25 days per annum and 28 days after 10 years’ service.  13.5 fixed public holidays. Pro rata for Part time employees. 
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· Based primarily at GCVS, The Albany, Ashley Street, Glasgow
· References will be sought from previous employers prior to appointment.
Probationary period:
3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:
Contributory pension through Pension Trust 

GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.
Flexi time; 
GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.
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