Person Specification for Service Development Officer

	Experience
	1. Producing business plans and fulfilling company regulations.

2. Effective fundraising, tendering and other income generation.

3. Monitoring and evaluating performance data and indicators.

4. Implementing diversity and equalities policy to service provision. 

5. Successful voluntary and statutory sector partnership/multi-agency work.

6. Working in the voluntary sector.

7. Effective engagement with Quality Assurance systems.

	Qualifications & Training
	1. Relevant training, for example Domestic Violence Awareness, Diversity & Equalities, Business Management, Fundraising.

	Skills & Knowledge


	1. Able to assimilate information, analyse performance data, produce reports.

2. Ability to create business plans that forecast actions and targets.

3. Ability to adapt up to date knowledge of relevant legislation to BWP’s policies and practice requirements.

4. Confident with commissioning processes and grant applications. 
5. Excellent interpersonal and negotiation skills. 
6. Effective working to data protection requirements, confidentiality and information sharing where required, for example safeguarding.

7. Able to work effectively within a staff team.
8. Ability to use ICT, including word processing, Internet and e-mail. 
9. Ability to process and maintain computerised records. 

10. Knowledge and understanding of domestic violence and its impact on women’s lives in all its spheres.
11. Ability to plan workload, prioritise effectively and work to deadlines.


	Personal Qualities & Attributes
	1. Enjoy using initiative and being creative.

2. Enjoy managing own targets and deadlines and also working as part of a team to meet an organisation’s targets and deadlines.

3. Value the importance of supervision to problem solve and progress.

4. Sensitivity and diplomacy for work with individuals and groups.

5. Commitment to high quality, inclusive and responsive services.

6. Able to work some evenings and occasional weekends.

7. Willing to carry out any additional work and responsibilities relevant to the role of Service Development Officer.




