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Date: 31/8/2021
Dear Applicant

Post of Business Development Manager with Motherwell & Wishaw CAB
Thank you for your enquiry about the above post.

This recruitment pack contains notes on completing an application for the above role together with job advert, job description and personal specification. The appendices contain the forms required to be completed and returned with your CV and personal statement.
You will find enclosed some background information about the bureau, further information can be found on the Bureau’s website www.motherwellwishawcab.org.uk. 

In determining which applicants will be interviewed the Interview Panel will have regard to applicants who best fit the person specification so it is important that you to use this as a guide when completing the application form.

We look forward to receiving your application by the closing date is 26 September 2021 and we would ask that you provide a telephone number where we can contact you day and/or evening.

Yours sincerely

Kinga Kosakowska
Executive Manager 

Motherwell & Wishaw Citizens Advice Bureau
Background Information
Motherwell and Wishaw CAB was formed in 1942 and became a Charitable Company Limited by Guarantee in 1997.  It is a member of the nationally recognised brand of Citizens Advice Bureau (CAB) and has continued to develop in response to the needs of the residents of Motherwell, Wishaw, Shotts and surrounding areas.  The organisation is a member of the umbrella body Citizens Advice Scotland that provides guidance and support to all Citizens Advice Bureau in Scotland (CAS).  The twin aims of the service are: 

· To provide the advice people need for the problems they face

· To improve the policies and practices that affect people’s lives.

Motherwell and Wishaw CAB is well placed to recognise trends and identify particular needs and lack of services for specific groups. 

Through a small team of core and project staff and over 50 volunteers, the bureau provides a free, confidential, independent and impartial service for community residents on a wide range of issues including:

· Debt and money

· Welfare Rights

· Consumer issues

· Immigration 

· Employment and workforce problems 

· Housing

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

Motherwell & Wishaw CAB is a trusted and well respected organisation. It enjoys high levels of client satisfaction and the excellence of its training programme is widely recognised. Its volunteer workforce and paid staff are fully committed and strive, with limited resources, to provide the advice sought by thousands of clients each year.

It is recognised as a Charity with Office of the Scottish Charity Regulator (SC009733), and operates as a Company Limited by Guarantee (SC173485) and is registered with Financial Conduct Authority (FRN 617467).

For a full overview of all our services and current work, please visit our website at: www.motherwellwishawcab.org.
Job Advert
Job title:  

Business Development Manager 

Employer: 

Motherwell and Wishaw Citizens Advice Bureau

Hours per week: 
30-35 negotiable, flexible working practices and an element of home working

Location: 

Hybrid working (Office based - Motherwell CAB & remote working)

Salary: 

£30,000 - £37,000

Type of contract: 
Permanent subject to funding

Reporting to: 

Chief Executive Officer

Are you looking for a challenge in a dynamic environment of a thriving, innovative Citizens Advice Bureau?  An exciting new opportunity has arisen for a Business Development Manager to join our well known high performing charity. We are seeking a passionate, highly motivated individual who is looking to use their existing excellent business and service development skills to drive our sustainable organisational growth. The role will be central to leading on business developmental opportunities from maximising the income streams via grant funding, tendering, submitting proposals to implementing our social enterprise strategy whilst making a lasting difference in the local community. The role is a great opportunity for an individual looking to drive innovation and diversify our business whilst meeting the needs of our clients when maintaining delivery of our existing successful and scoping new, exciting projects.

M&W CAB is currently working on a business plan 2022-2025 with a new strategic direction. You will have an opportunity to be involved in shaping and delivering its objectives in relation to income generation, PR, marketing, communication, stakeholder engagement and Social Enterprise development. Your performance will be measured and rewarded according to achievement of a set objectives captured in our Business Plan. 

You will be part of our Senior Management Team working closely with CEO, Operations Manager and Finance & HR Manager in scoping new projects and building news partnerships.

We are looking for a dynamic individual thinking outside the box with excellent business, service development, partnership building and communication skills who will support us in leading further transformation of our charity to enter a new exciting chapter.  A champion of making a difference in the community, passionate about delivering positive outcomes and driving innovation for all internal and external stakeholders who would work at the heart of biggest independent advice charity in our locality.

Employee benefits
Motherwell & Wishaw CAB offers excellent terms and conditions, including a total of 28 days leave (increasing in line with the length of service) plus 10 public holidays.  We have a flexi time scheme which enables our employees to work flexibly in line with organisational requirements, and as an inclusive employer we are happy to consider other flexible working arrangements where appropriate. We have an attractive reward and recognition package including competitive Pays Scale and award payments for exceptional performance. Hybrid working policy is currently in place. 

How to apply: 

Further information about Motherwell & Wishaw CAB can be found following this link www.motherwellwishawcab.org.uk 
Your application should include 

1. Your CV and covering letter, which highlight clearly:

a) How you meet the person specification for the role and why you wish to join Motherwell & Wishaw CAB

b) Reasons for leaving each previous employment role

2. An outline of your successful business development record (capturing the funding streams if applicable, funder/business amount secured, remit of the project)

We look forward to receiving your application by the closing date and we would ask that you provide an email address and telephone number where we can contact you day and/or evening.  
Closing Date for applications: 


Sunday 26 September 2021

Date of interviews for successful applicants:  
WC 4 October 2021

Please return your CV and covering letter together with a completed Personal Details and Equality and Diversity Monitoring Form by email to Catherine.Marshall@Motherwellcab.casonline.org.uk or by post marked “Confidential” to: Catherine Marshall, Finance, HR & Facilities Manager Motherwell & Wishaw Citizens Advice Bureau, 90 Brandon Parade East, MOTHERWELL ML1 1LY

If you wish to have an informal chat about the role, please email CEO Kinga Kosakowska at  kinga.kosakowska@motherwellcab.casonline.org.uk
YOU ARE REQUESTED TO BRING TO INTERVIEW ALL RELEVANT EDUCATION/VOCATIONAL CERTIFICATES YOU HAVE REFERRED TO IN THIS APPLICATION

Job Description 
                                                   
Job Title – Business Development Manager, Motherwell & Wishaw CAB 
Reporting to – Chief Executive Officer, Motherwell & Wishaw CAB 
Key responsibilities 

The Business Development and Communications Manager will identify and target funding and service delivery opportunities for the Motherwell & Wishaw region. 

Reporting to the Chief Executive Officer, the role will develop opportunities for joint working with other CABs and agencies, manage the funding activity and deliver multiple community projects for the region along with the Social Enterprise agenda and strategy. 

The role has responsibility for developing the communications strategy, including managing PR and social media. Advocacy of key issues is also part of this role. 

Main duties and responsibilities will include but are not limited to

· Identifying funding opportunities in line with the business plan / strategic goals of M&W CAB
· Developing networking opportunities to secure additional funding

· Maintaining accurate recording of all funding activity and producing detailed reports for funders and other interested parties

· Representing CAB at meetings relating to funding and development

· Completing all funding applications, tender and bid documentation 

· Developing and implementing an effective, streamlined project reporting mechanism

· Develop and implement of the Social Enterprise strategy and agenda, including the engagement of key stakeholders and securing new clients 

· Supporting CEO in overseeing Training centre and employability development 
· Reporting any proposals to extend or significantly vary project deliverables to the Board (through the CEO) prior to any decisions being taken
· Ensuring projects fully meet their funding deliverables 
· Maintaining strong relationships with senior external stakeholders 

· Recruitment and selection activities, as required 

· Developing and managing the communication strategy

· Developing and managing the social media strategy and presence 

· Developing advocacy agenda, as required and implementing this 

· Overseeing PR and media relations:

· Any other duties that may be reasonably requested by the Board of Trustees

Professional and Corporate

· Fulfil the role to the highest possible standard, acting professionally at all times in line with Bureau’s Employee Code of Conduct and corporate values.

· Uphold Bureau’s reputation at all times.

· Contribute to corporate developments and improvements as appropriate and in agreement with the Chief Executive Officer.

· Responsibility with Senior Management Team for planning strategy needed to achieve aims and objectives of the Bureau.
· Contribute to impact of CAB functions through improving internal systems and identifying and implementing saving and reducing expenditure.
· To actively promote the CAB’s Equality & Diversity Policy, encouraging staff awareness and participation in all areas. 

· Represent CAB at meetings, where required
Experience and Qualifications

Mandatory

· Prior experience in a similar business development role
· Experience in drafting and implementing Business Strategy
· Communications/PR experience
· Stakeholder engagement
· Experience in writing funding applications / preparing tender returns
· Experience of successfully scoping and developing multiple projects 
· Disclosure Scotland Clearance at the appropriate level
Preferred

· Degree in Business or similar qualification
· Social Enterprise experience – including set up and delivery 
· Social Media working knowledge and experience 
· Prior experience working in the 3rd Sector

· Experience in managing people 
Personal Attributes

· Effective business development skills

· Effective leadership skills

· Strategic thinking 

· Ability to influence 

· Ability to collaborate with others

· Exceptional Stakeholder management and relationship building skills

· Strong planning and project management skills

· Ability to manage multiple priorities 

· Ability to work calmly and efficiently in a pressurised environment

· Excellent communication and interpersonal skills 

Notes for applicants on completing the application form
· The form should be completed in black ink or black ballpoint pen or typed.  This will make it easier for photocopying purposes.

· Please send a copy of your CV together with your covering letter and the completed Personal Details form and Equality and Diversity Monitoring Form.
· One of your referees should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.  This should not be a relative or purely personal friend.

· The enclosed person specification lists the minimum requirements for this post.  When shortlisting for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification.

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles.  It is therefore important that you use the space provided to demonstrate how you meet the requirements.  Paid and voluntary work are not the only experiences worth quoting.  Other life experiences and skills may be just as valid.
· If you are shortlisted for interview, the selection panel will ask you questions based on the person specification, which will cover the areas in more detail.
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