PERTH SIX CIRCLE		JOB DESCRIPTION 
Perth Six Circle
Job Description
Post: 			Development Manager 
Job Purpose:	To assist and support the Chief Executive and the Staff Team to maintain and develop Perth Six Circle (PSC) in accordance with the aims and philosophy of the organisation. 
	To source and secure funding and support the management of income and expenditure. 
Key responsibilities and accountabilities:
· Support staff to create a positive experience for service users in line with agreed outcomes  
· Ensure processes relating to all activities undertaken are appropriately planned, monitored, evaluated and recorded
· Support staff personal development day to day and through annual review process 
· Support in the recruitment, training and management of staff, volunteers and service users
· Support development, deliver of activities and events in various locations
· Supporting financial planning and recording including reconciliation of petty cash, income and expenditure to support managing, monitoring and auditing purposes. 
· Work collaboratively to maintain and expand statutory and voluntary connection and promote PSC services to the wider community – this will include external locations 
· Develop a communications strategy to maintain and grow relations with current and potential funding providers to explore funding 
· Write funding applications to the highest standard to secure required funding  
· Produce a range of reports including for funding bodies, management board and external agencies 
· Support the development, maintenance and adherence of Policies, Procedures, Processes, Quality Assurance and Risk Assessments 

They will be required to undertake other tasks, some of which will include driving company and external / hired vehicles. 

The Development Manager is directly responsible to the Chief Executive.
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