[image: image1.jpg]



Job DescriptionPRIVATE 

Designation:


          Service Development Officer
Salary:


           £21, 519  pro-rata
Location:


           Broxtowe Women Project Limited’s Base

Hours of Duty:


15 - 20 per week to be negotiated; including occasional evenings
Responsible to:


Project Manager
Responsibilities
In carrying out the duties and responsibilities set out within the Job Description and in the context of developing working relationships with others, the postholder will be expected to demonstrate commitment to, and comply with, the specific requirements and the ethos of Broxtowe Women’s Project Equal Opportunities Policy.  This principle applies equally to all aspects of the role including any responsibilities relating to the provision and development of services.

The postholder should be committed to meeting the differing needs, and aspirations of women experiencing domestic violence and survivors of domestic violence in Broxtowe Borough. The postholder will be expected to work in a sensitive, flexible and non-judgemental way to promote the empowerment of women and their children

To work with the Project Manager to achieve, monitor and review the Project’s targets. 
The postholder will be required to abide by Broxtowe Women’s Project confidentiality policy and procedures at all times.

1. General

1.1 To comply with Broxtowe Women’s Project Limited (BWP) Equal Opportunities statement of intent and practices at all times and to ensure effective implementation of anti-oppressive practice throughout the Project.

1.2 To abide by the Aims and Objectives of Women’s Aid Federation England of which the Project is a full member.

1.3 To have day-to-day responsibility for Health & Safety of Project as required by the Health and Safety at Work Legislation; to take care of own health and that of any other employee; to work with the Board of Trustee’s health & safety representative who has overall responsibility.
1.4 To attend and participate in Project meetings.

1.5 To undertake appropriate in-service training as identified by self and the Project Manager and to keep up-to-date with issues relating to domestic violence. 

1.6 To keep up-to-date with relevant legislation. 

1.7 To attend regular supervision on a monthly basis with the Project Manager.
1.8 To meet development targets as identified by the Project Manager and Board of Trustees
2. Service Development 

2.1 To review, develop and update BWP’s Business Plan with support from the Board of Trustees and paid workers. 
2.2 To review, develop and ensure completion of Quality Assurance Assessments
2.3 To take the lead in the review, development and updating of policies and procedures with support from management members and paid workers.
2.4 To review, develop and update BWP’s Equality and Diversity Plan with support from the Board of Trustees and paid workers.
2.5 To evaluate and improve provision with regards to accessibility, diversity and equalities
2.6 To assist in the evaluation of BWP service provision with support from management members and paid workers.
3. Fundraising
3.1 To participate in identifying areas of the Project’s activities which require funds, in consultation with the Project Manager, the Board of Trustees and paid workers. 
3.2 To lead on identifying funding sources and the preparation and submission of funding applications for BWP’s services, in consultation with the Project Manager and the Board of Trustees. 

3.3 To identify and utilise qualitative and quantitative data and statistical information to support funding bids
3.4 To be involved in submitting tenders to deliver services for statutory funders, to lead on corporate financing
3.5 To support the Board of Trustees and Project Manager with fundraising.  
3.6 To participate in the development, maintenance and implementation of a funding strategy for the Project alongside Board of Trustees and other key representatives.
3.7 To develop and maintain links with representatives of funding bodies        

4. Administration

4.1 To provide the Project Manager with written reports as requested and contribute to the production of the Annual Report. 
4.2 To keep an accurate record of the work undertaken.
5. Other

5.1 Working alongside the BWP manager and other members of staff to fulfil the above duties and contribute towards the overall development of the Project.

5.2 To undertake other duties as appropriate in consultation with the Project Manager.
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