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Glasgow Council on Alcohol
14 North Claremont Street,
Glasgow G3 7LE
0141 353 1800



JOB DESCRIPTION


JOB TITLE:            	Development Officer
 
[bookmark: _Hlk141368653]JOB GRADE/SALARY: 	GCA Grade 6 £26,002 to £28,851 per annum (pro rata)

[bookmark: _Hlk141368723]CONTRACT TYPE:	Fixed term initially for one year with review and possibility of extension

[bookmark: _Hlk141368748]LOCATION:	Fully flexible - Hybrid Working or GCA Head Office, North Claremont Street
	
[bookmark: _Hlk141368813]HOURS:                        		Part-time 21 hours per week, fully flexible
			           Flexible working, part-time hours, or job-sharing arrangements will be 
           considered for the right candidate.
 	
ORGANISATIONAL PROFILE
GCA was founded in 1965 and is the oldest established Council on Alcohol in Scotland. GCA is a voluntary organisation working to reduce the harm caused by alcohol misuse through the provision of a range of high-quality advice, information, counselling, support, prevention and education and training services.


MAIN FUNCTION/RESPONSIBILITY
[bookmark: _Hlk141368949]GCA are seeking a highly motivated and dedicated Development Officer to join our team. They will lead on tender bids, identify suitable Trusts, corporate sponsors, Foundations and other grant-making bodies, writing timely, factual and compelling funding applications and co-ordinating the writing of reports to funders. 

The ideal candidate will have a passion for funding proposal development and bid writing, as well as a strong desire to make a positive impact in their community.  The successful candidate will be responsible for leading on the development and submission of funding proposals to a range of funders, as well as developing opportunities for legacy and monthly income generation for GCA.

This role may be ideal for a recent University Graduate who is looking to start a career in bid writing and funding proposal development, someone with transferable skills who wants a change or an experienced Development Officer.


REPORTING RELATIONSHIPS
The Development Officer reports to the CEO.

MAIN DUTIES

The perfect candidate for the Development Officer role will:

1. Develop and maintain a Fundraising Strategy for GCA linking to the organisational objectives which includes targets and cost of implementation.
2. Research, prepare and submit tender bids for ongoing and new service development.
3. Write funding and grant applications to charitable trusts, foundations and statutory bodies to secure funding.
4. Develop and manage a portfolio of Trusts ensuring timely and appropriate communication and reporting in order to build long term funding relationships. 
5. Develop bespoke activities and communications to generate income from existing and new individual supporters from legacy planning to monthly donations.
6. Understand the funding landscape and identify opportunities for funding.
7. Plan, implement and review community-based fundraising events with fundraising targets.
8. Research and analyse funding opportunities and assess their alignment with GCA's goals and objectives.
9. Lead the development of funding proposals, including writing and editing text, gathering supporting materials, and coordinating with internal stakeholders.
10. Coordinate with external partners and collaborators as required.
11. Ensure all proposals are compliant with funder guidelines and meet GCA standards.
12. Liaise with the Senior Manager Team to plan projects requiring funding; set potential outcomes and outputs; prepare financial budgets.
13. Liaise with both internal and external stakeholders to pull together accurate information for each proposal.
14. Commit to continual improvement of the income and bid processes.
15. Develop and manage and record data regarding funders and applications. 
16. Prepare monthly report for the CEO on the progress of fundraising.
17. Work in partnership with other departments in GCA.
18. Keep abreast of the latest developments in funding and bid writing.
19. Carry out other duties in line with organisational requirements.



PERSON SPECIFICATION
E = Essential   		D = Desirable

	QUALIFICATIONS
	

	· University degree in a relevant field (e.g. English, Communications, Marketing) or relevant work experience

	E


	SKILLS
	

	· Excellent written (including grammar, spelling, creative writing) and verbal communication skills and the ability to work sensitively 
· Excellent organisational, planning and time management skills; ability to work to deadlines whilst remaining responsive to events and varied demands 
· Ability to work independently and as part of a team
· Strong research and analytical skills
· Strong negotiating skills
· Ability to analyse financial information and present it in an accessible format
· Ability to identify and maximise funding opportunities and develop relationships with trusts and foundations
· Work successfully to targets, delivering objectives and desired outcomes
· Attentive to detail and problem-solving skills
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	EXPERIENCE OF
	

	· Working with a charity or non-profit organisation 
· Microsoft Office or similar, 
· Presenting information to funders/management teams et al
· Experience or knowledge of tender writing, grant making trusts, foundations and statutory bodies
· Assessing grant applications against specific policies/criteria and tender applications
· Successful project development
· Working in a performance driven environment and evidence of meeting targets
· Writing reports and publicity material
· Undertaking research and/or consultation
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	KNOWLEDGE OF
	

	· Basic knowledge of alcohol and drug related harm 
· Current funding environment for voluntary sector

	D
D

	PERSONAL ATTRIBUTES
	

	· Align with GCA’s Values - respect; realising potential; compassion; flexibility; adaptability; integrity; teamwork; inclusion and honesty
· Action / solution focused approach to work 
· Resilient and able to cope with the pressure and demands of the role 
· Takes responsibility for managing own work life balance
· Willingness and ability to undertake appropriate training and development as required
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