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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.

Job Description

Position: 


Sustainable Developments Co-ordinator
Responsible to:

Chief Executive

Location:


Negotiable
Working Hours:
up to 35 hours per week – negotiable
Salary:
Salary Scale £28,646 - £30,674 per annum pro rata

Value Statement: 

All employees of Apex Scotland will demonstrate fairness, honesty, transparency and trust in their dealings with colleagues, service users and partners and ensure that the needs and requirements of these stakeholders are understood and responded to within employment practice, service design and delivery.

Purpose of Job - Business Focus
The Sustainable Developments Co-ordinator will:

· Broaden the income base of Apex Scotland in line with our stated purpose
· Identify and access potential funding streams including private sector social investments, social philanthropy, trust/funds and any other appropriate income source so as to increase the funding diversity of Apex Scotland and develop sustainable income resources for its range of services and purposes.
· Liaise with potential funders/donors to establish what criteria they have and advise Apex Chief Executive on how these may be accessed.

· Develop and oversee funding bids and grant applications as directed by the Chief Executive.

· Establish a database of potential funding agents and an effective monitoring and evaluation process for the role which will allow performance tracking and business development.
· Identify new business opportunities within the Apex terms of reference and advise CMT on any changes needed to accommodate a bid.
· Assist Service Development Manager’s, where appropriate, with local bidding and application processes and support bids by advising on sustainability models
· Play a lead role in contract negotiation with investors, donors or funding agencies, and ensure that reporting criteria are achievable
· Advise Chief Executive and others on marketing and PR requirements as identified during the course of meeting the brief
· Work with Director of Operations and Service Development Manager’s to design new and innovative services based on best practice from within a variety of sectors including criminal justice, drugs and alcohol, mental health and employment and training.
· Identify possible opportunities for new business and report back to Corporate and Service Development Managers where appropriate.
· Oversee the development of appropriate Marketing Literature.
· Provide regular feedback on opportunities and progress to Corporate Managers or local Service Development Managers where appropriate.
People Management and Development

The Sustainable Developments Co-ordinator will:

1. Actively promote effective teamwork and develop productive working relationships with staff, colleagues, partners and stakeholders. Encourage and promote effective communications keeping all stakeholders informed of developments. 

2. Support Service Development Managers as appropriate with Business Development Activities.
Personal Development

The Sustainable Developments Co-ordinator will:

3. Take ownership for self development by highlighting opportunities and agreeing a Personal Development Plan with the Chief Executive. Actively pursue continual improvement in performance, skills and knowledge. Participate as required in appropriate activities across the organisation including Best Practice Working or advisory groups, planning and personal development opportunities.  Undertake all mandatory Apex management competency requirements and participate in on-going management development programmes.
Financial Responsibilities

The Sustainable Developments Co-ordinator will:

4. Research, pursue and obtain additional funding for organisation-wide and local services, programmes and new initiatives.    

Organisational and Legal Responsibilities

The Sustainable Developments Co-ordinator will:

5. Actively promote equality of opportunity and diversity within their area of responsibility and develop this culture within the staff.  
6. Be aware of Health and Safety and Welfare processes and practices and promote a Health and Safety and Welfare culture within the organisation. Ensure all risk assessments are carried-out where appropriate and exercising a duty of care.   
7. Ensure compliance with all Apex policies and local procedures.
8. Ensure that there is conformance with all employment related legislation and Apex policies and practices e.g. Employment Law, Health and Safety and Welfare, Discipline and Grievance, Information Security etc.  

9. Adopt and encourage a flexible attitude of co-operation between staff and other Operational Centre areas. Provide cover and support to meet Apex’s overall strategic objectives. Respond positively to all reasonable requests from the Chief Executive or colleagues.
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