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Job Description and

Person Specification
POST TITLE:
Third Sector Funding Development Manager
DURATION:               Fixed Term, 2 years 

HOURS OF WORK: 
35 hours per week, to be worked in accordance with DVVA Conditions of Service 
SALARY: 
Grade 5 - £28,917 - £32,130
PURPOSE OF POST:
To support capacity building within the third sector in Dundee to access funding from funders, leveraging money into the city. This includes:

Lobbying in relation to future funding; leading on external funding bids for third sector organisations; co-ordinating the development of project business plans as required; supporting and facilitating partnership bids within the Third Sector. 

Establishing strategic funding relationships; maximising funding opportunities available to Third Sector organisations to support Dundee City Plan priorities and Dundee Health and Social Care Partnership outcomes and to better the lives of people and communities across Dundee. 

Capacity Building to support third sector organisations to become self-sustaining, such as bid writing, project development, monitoring & evaluation, fund management  
PRINCIPAL WORKING CONTACTS:
· Dundee City Council’s Corporate External Funding and Major Projects Unit
· Management of local Third Sector organisations in Dundee
· Funding Bodies (e.g. Scottish Government, Big Lottery, Esmee Fairbairn Foundation, The Robertson Trust, Corra Foundation, UK Shared Prosperity Fund, etc.)
· DVVA’s Communities Team
· Dundee Third Sector Interface
MAIN DUTIES:

· Working closely within the Council’s Corporate External Funding Team to ensure that the Third Sector has improved access to funding available.
· Develop and implement processes for small and medium-size organisations to access larger funding streams, ensuring they have appropriate governance measures in place.
· Build capacity within the Third Sector to access relevant funding, through training and development opportunities for staff as well as support to develop funding strategies and strategic planning. 
· Working with major funders to increase investment in the city.
· Establish and maintain effective contact with key funding bodies and seek to inform decisions regarding future funding priorities
· Develop and maintain knowledge and understanding of major funding opportunities available to the Third Sector, and to raise awareness to the wider Third Sector of these opportunities.
· Support organisations to develop project proposals and funding bids that comply with funder requirements and are of the requisite quality to offer the best chances of securing funding
· Provide advice to projects leads in respect to external funding compliance/claims and supporting them to minimise financial risk to the organisation through non-compliance or failure to drawdown funds
· Be proactive in the engagement, relationship building and dissemination of accurate and up-to-date information across the Third Sector 

OTHER DUTIES

The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE

· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 

· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.
ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas closedown. Pro-rata for part-time staff. 
LOCATION: Our main office is based in Dundee city centre and we also have community locations in Lochee and Whitfield.
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification
	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Qualified to degree level in relevant discipline or equivalent relevant experience
	(
	

	Other relevant qualifications e.g. project management,  or business/voluntary sector management
	
	(

	
	
	

	
	
	

	Knowledge and Experience
	
	

	Significant experience developing and writing successful funding bids
	(
	

	Experience of managing staff
	
	(

	Knowledge of the Third Sector and experience of working/volunteering within the Third Sector
	(
	

	Establishing and maintaining effective working relationships
	(
	

	Developing partnerships and projects with public, voluntary and business sector organisations
	(
	

	Experience of designing, delivering and evaluating training courses / workshops
	(
	

	Knowledge of relevant local/ national strategies, policies and/or funding programmes
	(
	

	Experience in managing high level budgets
	
	(

	
	
	

	Skills and abilities
	
	

	Excellent communication skills, both oral and written
	(
	

	Proven ability to relate to a wide range of people and organisations from voluntary groups, business sector, senior politicians and officials
	(
	

	Excellent organisational skills with the ability to handle multiple tasks simultaneously
	(
	

	Strong leadership skills
	(
	

	Advanced IT skills, including in the use of Microsoft Office packages
	(
	

	Project management skills including planning, delivery, monitoring and evaluation
	(
	

	Ability to use recognised methods to monitor and evaluate outcomes
	(
	

	Problem-solving skills
	(
	

	
	
	

	Personal Qualities
	
	

	Self-motivated, enthusiastic and committed
	(
	

	Adaptable and resourceful 
	(
	

	Able to work effectively within a team
	(
	

	Flexible approach with an ability to meet deadlines
	(
	

	A commitment to equal opportunities for all, tackling disadvantage and promoting diversity
	(
	

	
	
	

	Additional Job-Related requirements
	
	

	Satisfactory Disclosure check
	(
	

	Flexible working which may include evening and occasional weekend work
	(
	

	
	
	



