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  The Trust for Developing Communities

        Business Development Manager

JOB DESCRIPTION

REPORTS TO:
The Trustees, through the Chief Executive in the first instance.

Hours:
15 hours per week. 1 year fixed term contract.
Salary Scale:
TDC Scale 4, starting salary NJC Point 39 would be £17.60 per hour (actual salary £33,857) pro rata. With scope to extend if successful.
Work Base:
At a TDC office base in Brighton & Hove. 

Holiday Entitlement:
25 days a year, plus an extra 3 days at Christmas and all statutory holidays, pro-rata.

Probationary Period:
This post is subject to a six month probationary period at the end of which an assessment will be conducted

Pension:
After successful completion of the six month probationary period, the Trust pays a contribution equal to 6% of salary into the Trust’s Pension Scheme with Aegon Scottish Equitable.

Unsocial Hours:
Whilst staff will normally work during Monday to Friday, occasional weekend working is sometimes required and evening work is necessary in most posts. Due to a number of meetings being common to the whole TDC team and considering this is a part-time role, we ask that ‘Tuesdays’ be a day that can be part of ‘core’ hours worked for the organisation.
Time off ‘in lieu’
There is no facility for ‘overtime pay’ – time off ‘in lieu’ is negotiated and we try to be flexible with hours worked, always bearing in mind the needs of the users.
PURPOSE OF JOB:

This 15 hours per week Business Development Manager is a new TDC post intended to grow our business links and supporter base. We are seeking a highly motivated person, very experienced in developing mutually beneficial relationships between the voluntary sector and business. All companies need to be more CSR (corporate social responsibility) aware and active, the expectation would be for the new Business Development Manager to reflect this, develop a strategic plan for business development and work on a variety of new income streams to include sourcing sponsorship and fundraising opportunities. There will also be responsibility for liaising around our communications and marketing, social media and PR. 
MAIN RESPONSIBILITIES OF THE BUSINESS DEVELOPMENT MANAGER

1. To establish and maintain good working relationships with local and national business based in TDC’s geographical area of benefit to raise awareness of relevant social issues and ways to make a positive impact in a variety of partnerships.   

2. To work with locally-based business, organisations and venues to grow our TDC supporter base e.g. fund-raising support; sponsorship and work force support.

3. To develop a strategic plan for business development and work to TDCs ethical policy.

4. To work closely with TDC’s Chief Executive, Projects Managers, staff team and Trustees in a full understanding of our activities and methodology so as to raise brand awareness of what we do.
5. To work closely with TDC’s Chief Executive, Projects Managers, staff team and Trustees to develop our web-based donations pages. 

6. To be aware of planning and developments across the city, tap into networks, networking opportunities and build relationships.
7. To take responsibility for representing TDC in the media and disseminating relevant information to the staff team.

8. To attend TDC Trustee sub committees and staff team meetings when needed and appropriate.
9. To provide such regular written reports for the Board of Trustees, funding agencies and other

bodies as may be required.

10. To take responsibility for delivering details of any monitoring and evaluation statistics and reports as might be required by any funders or partners. 

11. To support the Chief Executive in developing and delivering a weekly blog.

12. To operate within, and contribute to the development of, TDC’s established administrative and financial practices, taking responsibility for budgets and financial accountability, where delegated by the Chief Executive.

13. To implement and promote the TDC Equal Opportunities Policy.  All staff are required to be active against prejudice from; colleagues, community members and all others.  A positive attitude towards equal opportunities and anti-discrimination practice should permeate all aspects of TDC’s work.

14. To undertake all other reasonable tasks and responsibilities as requested by the Chief Executive.

The post-holder will be supported in delivering all of the above by the Chief Executive of TDC and regular supervision sessions will be provided.

PERSON SPECIFICATION

Essential Skills, Knowledge and Experience

PRIORITY:
1. Proven track record in building mutually beneficial relationships between the voluntary sector and business.
2. Experience of research, strategic planning and project management.

3. Knowledge and experience of a variety of different fundraising, networking and PR techniques.
4. Excellent communication and presentation skills both written and verbal, and experience in writing accessible on-line information.
5. Skills in public speaking, event organizing and media skills.

6. Experience of managing budgets, including financial procedures, planning, monitoring and control.
STANDARD:
1. Practical ability to manage own workload and set priorities, whilst reporting to, and being responsible through, an organisational management structure.

2. Good understanding and commitment to equal opportunities and experience of working with diverse communities, cultures and faiths.

3. Computer literacy, including the use of word processing, design packages, blogs, spreadsheets and email. 

4. Up to date knowledge of community related social issues.

5. Commitment to helping local people to identify their own needs and make their own decisions and a working knowledge of current social issues of the day.

1

