
Development Manager Person Specification

	
Attributes 
	
Essential
	
Desirable

	
	
	

	


Qualifications
	
· Car driver 
· PVG Scheme membership (willing to become a member)
· Good level of literacy and communication
	

· MIDAS Licence 
· Qualifications relevant to post

	






Knowledge 
	
· Knowledge of evaluation design principles
· Good understanding of people with challenges and barriers
· An understanding of data protection, confidentiality and safeguarding 
· An understanding of social exclusion and the difficulties and challenges faced by people 
· Knowledge of funding bodies and sources
	





· Good understanding of the Voluntary Sector

	











Experience 
	
· Experience in staff support, management and development
· Experience of keeping comprehensive, accurate and effective records, paperwork, report writing and monitoring and evaluating outcomes
· Experience of establishing and developing working relationships with external agencies and organisations to support outcomes
· Financial management and budgetary control
· Creation of databases to store and track data
· Compiling and analysing of qualitative and quantitative data and reporting on results
· Preparing evaluation and monitoring reports Success in sourcing and applying to funders, trusts, foundations and other sources 
	





· Experience of leading both internal and external meetings
· Previous experience of working on funded projects
· Quality management – developing policies, procedures, processes and risk assessment 

	





Skills and Capabilities
	
· Outstanding communication and interpersonal skills
· Experience in providing support to others
· Building effective working relationships 
· Working on own initiative and also as part of a team
· Excellent, accurate and fluent writing skills
· Completing report writing effectively and to deadlines
· Excellent IT skills using word and excel 
	





· Good presentation skills
· Influencing skills

	





Values and Personal Commitment
	
· Value and respect the contributions of others
· Welcome and value constructive feedback 
· Show commitment to achieving high standards and objectives
· Demonstrate, initiative, punctuality and self-reliance 
· Observe and respect confidentiality
· Understand and value fairness, diversity, social inclusion and anti-discriminatory practice
· Take responsibility for own professional development
	

	




Personal Attributes
	
· Strong work ethic
· Flexible and adaptable
· Reliable and committed
· Enthusiastic
· Ability to problem solve and work on own initiative
· Professional
	





· Creative 
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