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JOB DESCRIPTION
POST: Development and Partnerships Manager
GRADE: SCP 39-43
SALARY: £37,943 - 41,642
RESPONSIBLE TO: Chief Executive
	PRIMARY JOB FUNCTION


· As part of the senior management team to contribute to the development, implementation and review of the organisation’s strategic and operational plans.

· To manage and develop services and staff under Voluntary Action Islington’s Development function. 

· To contribute to the development and delivery of the 1:1 support programme covering key aspects of organisational management 

· To oversee and contribute to the development and production of resources, materials, and training packages covering all aspects of organisational management and development 

	DUTIES AND RESPONSIBILITIES


1 Drive and support partnership working to build a resilient voluntary and community sector

· Generate and maintain effective partnerships with key stakeholders to ensure Voluntary Action Islington works strategically to support and develop a resilient voluntary and community sector, including Islington Community Network.
· Support the Chief Executive in developing and producing strategic and business plans, and work with the team to contribute to a strategic and planned work programme for sustainability and development.
· Collaborate with other organisations and individuals providing support (specialist and generic) for voluntary and community organisations in order to develop VAI’s annual training and development offer
· To assist in the development, review and implementation of borough wide policies and funding programmes designed to support the voluntary and community sector in Islington.

2.
Supporting the voluntary and community sector

· Lead on the development of the support services that support voluntary and community organisations become more sustainable and effective.

· To support local voluntary and community sector organisations on a range of practical areas including strategic development, fundraising, good governance, service design, evaluation and impact measurement, legal forms, collaboration, quality management systems, premises and equality and diversity.

· To develop, promote and manage a range of development programmes, such as mentoring initiatives between large and small charities and their trustees, organisational development programmes, premises and collaborative working support. 

· To develop, promote and deliver a range of learning and development opportunities for voluntary and community organisations in Islington. 

3.  
Staff Management 
· Provide line management support, supervision and annual appraisals to the Development Team, ensuring that financial management systems are robust and adhered to.

· Develop, implement and manage effective work-plans for the Development Team as outlined in annual operational plan

· Oversee the day-to-day management of the generic support functions of the Development Team, i.e. 1:1 support; training; and development and dissemination of materials, including website content

· Be responsible for the recording and reporting of outcomes data for the Development Team on a quarterly basis

4. Deliver a 1:1 support programme, working closely with voluntary and community organisations to enable them to develop and implement robust and sustainable organisational management processes 

· Undertake an assessment with each organisation to identify what support they require in relation to organisational management, and jointly devise an action plan with the organisation’s staff and trustees 

· Provide on-going support to staff and trustees enabling them to implement the action plan and help them to embed a robust approach throughout the organisation

· Maintain full and accurate records of all interventions to enable appropriate follow-up and reviews

· Undertake an assessment/review with each organisation to evaluate the outcome of the 1:1 support provided after the action plan has been completed to ascertain the impact that the support from VAI achieved
5. To develop a range of up-to-date, relevant and accessible resources, materials, and training packages that support staff, volunteers and trustees to learn about and improve the management and processes of their organisations

· To collect and record data about service provision that can be used for monitoring purposes and to support service improvement

· Write informative articles and engaging think-pieces for the VAI e-bulletins and website

· Develop case studies of voluntary and community organisations supported by VAI to demonstrate the benefits of robust organisational management

· Produce high quality training hand-outs, fact-sheets, toolkits, information materials and guidance notes covering organisational processes 

· Update relevant sections of VAI’s website, ensuring that the information available on organisational management processes, income generation, governance etc meets the needs of voluntary and community organisations

· Develop and deliver training to increase the knowledge and confidence of voluntary and community organisations to effectively implement robust organisational management processes

6. 
Operational Responsibilities 

· To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner.

· To carry out additional tasks that may be required from time to time to achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed with the line manager.

· To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with effective development of the post and post holder.

· The post holder is expected to be committed to Voluntary Action Islington’s core values of equality, independence, integrity, professionalism, partnership and listening and learning from our stakeholders and to demonstrate this commitment in the way they carry out their duties.

· Keep up to date with developments affecting your work, and maintain and improve personal competence through continuous professional development. 

· Ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation.

· Carry out duties and responsibilities in accordance with Voluntary Action Islington’s Health and Safety Policy and relevant Health and Safety legislation.

PERSON SPECIFICATION

The person specification is a picture of skills, knowledge and experience required to carry out the job. It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  

	
	REQUIREMENTS

	
	EDUCATION and EXPERIENCE

	E1 
	Educated to degree level or vocational equivalent

	E2 
	Proven track record of developing, managing and delivering support services to the voluntary and community sector

	E3 
	Experience of planning, managing and implementing projects and programmes of work

	E4 
	Experience of fundraising and generating income through contracts, grants or other means

	E5 
	Experience of delivering training or facilitating group-work on a broad range of issues, including developing materials and resources to support these activities

	
	KNOWLEDGE, SKILLS and ABILITY

	E6 
	Excellent presentation and communication skills both written and oral

	E7 
	Knowledge and understanding of the current operating environment for voluntary and community organisations 

	E8 
	Excellent knowledge of organisational development issues facing voluntary and community sector organisations, including financial planning, project planning, monitoring and evaluation, collaboration and good governance 

	E9 
	Ability to facilitate the writing of business plans and action plans 

	E10 
	Ability to understand and explain the implications of changes in policy for local third sector organisations and make this accessible for a wide range of different audiences 

	E11 
	Knowledge of commissioning processes and ability to support organisations to apply for contracts

	E12 
	Ability to think and act strategically and develop innovative solutions

	E13 
	Ability to effectively assess, action plan, monitor and evaluate work undertaken with organisations 


	E14 
	Ability to motivate, manage and develop a team to ensure they achieve organisational objectives.

	E15 
	Strong team player, capable of leading and decision making whilst also considering wider issues and impact on individuals

	E16 
	Ability to prioritise and manage own workload/caseload

	E17 
	An understanding of and commitment to equal opportunities and the implications for this role

	E18 
	Ability to use ICT and social media in the context of this work

	E19 
	Ability to network and form excellent relationships with people from a wide range of organisations

	E20 
	Able to work occasional evenings and weekends by prior arrangement
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