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Name of Employer:     	Drumchapel Citizens Advice Bureau
Job Title: 			Business Development Officer 
Responsible to: 		The Manager
Responsible for: 	Raising funds from for example: the Local Authority, Charitable Trusts and Corporate Foundations to support all aspects of the work of Drumchapel Citizens Advice Bureau. 

Summary of main responsibilities:

Writing Bids/Funding Applications

· Identify and pursue a range of potential trust funding such as charitable trusts, the local authority and corporate foundations 
· Explore and develop projects and partnerships that will meet the needs of clients. 
· Write compelling proposals to amongst others, the local authority, charitable trusts and corporate foundations, raising income for the bureau 
· Liaise with both internal and external stakeholders to pull together accurate information for each proposal

Building and Maintaining Relationships 
· Manage a variety of trust and foundation relationships to ensure continuous income for the Bureau
· Represent the Bureau at events and network with new and existing stakeholders to contribute and to support relationship development
· Support management to maintain and develop the Bureau’s role and relationship with Citizens Advice Scotland and other national agencies

Marketing and Awareness Raising

· Engage and develop relationships with potential funders and stakeholders ensuring they understand our ethos so as to boost overall awareness of the bureau and its purpose in the community.
· Prepare and deliver presentations to local community fundraising groups
· To support management and seek opportunities for press and media coverage of the work of the Bureau to promote the profile of the Bureau in the community we serve
· To support the monitoring and management of the bureau’s social networking presence. 

Administration

· Provide bi-monthly progress reports for the Bureau Manager and Board of Directors
· Assist in the production of briefing materials, social policy reports and information leaflets to key stakeholder and local councillors. 

· To support management to fulfil all grant monitoring requirements from funders as appropriate as well as feeding back regularly to key staff within the Bureau. 
General
· Recruit, support and develop volunteers to support you in your work - in particular in developing relations with local community groups and the delivery of presentations, as appropriate.
· Report regularly to the Bureau Manager on progress sharing with her information about key partners/stakeholders
· Attend all staff meetings
· Undertake training and appropriate professional development as agreed with the bureau.
· To carry out any other reasonable task as requested by the Bureau Manager.


Person Specification 

	

	Essential
	Desirable

	Qualifications
	Educated to degree level or have equivalent relevant experience
	

	Experience

	Direct experience and track record in bidding for funding

Successful project development

Knowledge of current funding environment for voluntary sector

Experience of monitoring and evaluating and using evidence for funding purposes. 

Ability to monitor and maintain own standards.

Experiences of working in a performance driven environment and evidence of meeting targets.

Experience in writing reports and publicity material

Experience in publicising and promoting projects.

Experience of partnership working in the voluntary and statutory sectors

Experience of developing corporate relationships 
	Experience of undertaking research and/or consultation




	Skills, knowledge and attributes

	Effective writing skills with particular emphasis on successful funding bids.
Excellent time management skills
Excellent interpersonal and communication skills.

Good presentation skills.

Ability to prioritise and meet competing deadlines.

Attentive to detail and problem-solving skills.

Experience in writing reports and publicity material.

Ability to use IT in the provision of advice and the preparation of reports and submissions.
	Awareness of the social needs of local communities and services provided by the voluntary sector














	Values and Attitudes

	An innovator who likes the challenge of developing and implementing new approaches

Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.

Well organized, self-reliant, able to work independently and in a small team. 

Ability to work under pressure.

Commitment to voluntarism.

Commitment to quality customer care.
	Proven ability to work within a community development or volunteer setting.

Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.

Ability to deal with change management 


	Other

	Willing to be flexible and adaptable in meeting the needs of the service.

Able to work on own initiative.

Willing to undertake occasional work out of office hours
	



image1.jpeg
citizens
advice
bureau




