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JOB DESCRIPTION 
Position: 
                   Project Development Officer
Responsible to:

Operations Manager
Location:


Edinburgh

Salary Scale:

£21,000 to £23,000
Value Statement: 

All employees of All Cleaned Up 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

To support the Operations Manager in the development and funding of ACU’s employability contracts and projects, with specific responsibility for pursuing large scale funding opportunities in Scotland and from UK funding agencies

To develop and co-ordinate individual projects to achieve the required outcomes, and ensure delivery is achieved to timescale, budget and within the operating requirements of All Cleaned Up, and the relevant funding body.
To provide direct assistance and support to All Cleaned Up employees and trainees by creation and use of Performance Management and Personal Development Plans.
ROLE RESPONSIBILITIES & MAJOR ACTIVITIES

The Role of the Project Development Officer
· Develop applications to appropriate funders to roll out current projects to national level 
· Co-ordinate the development of projects, and take responsibility for the day to day management of emerging specific sub-projects
· Work closely with the Operations Manager to ensure a close synergy between project development, the development of sustainable income streams, including service development, and day-to-day management

· To create, improve and co-deliver a bespoke employability service to clients referred to the Secret Jobs project in Edinburgh. 

· Dealing with referral agencies to ensure the targets for the service are met and that appropriate candidates are referred to each course.  

· Interviewing selecting and supporting those clients that meet the criteria to ensure successful completion of all elements of the programme

· Use your knowledge of the core, soft and technical skills, required to be employed into the cleaning sector, and assist clients with the attainment of these

· Demonstrate a knowledge and understanding of local employability pipeline(s) and sustain partnership relationships with the relevant agencies within these
· To create, improve and deliver All Cleaned Up projects in Glasgow, Dundee and Edinburgh. 
· To provide direct assistance and support to All Cleaned Up employees and trainees by use of supervision and appraisal framework.   
· Develop appraisal and supervision systems with CJS employees and implement PDP’s with these employees 

. 
TEAM AND SERVICE SUPPORT

1. Actively promote effective teamwork, problem solving, decision making and develop productive working relationships with colleagues, stakeholders, partner organisations. Facilitate and participate in meetings. 

2. Contribute to the development of this initiative and seek continuous improvement. Be open to change and encourage innovation. Participate in support and supervisory (appraisal) 1:1 meetings and team discussions. Record and communicate effectively.

3. Research, prepare and effectively report information. Use the appropriate systems for communicating, storing and retrieving information. 
PERSONAL DEVELOPMENT

Take ownership of your own self development and highlight learning opportunities, agree development plans with manager, actively pursue continual improvement in your performance, skills and knowledge. Facilitate the development of other colleagues i.e. skill share. 
Undertake a tailored training package in order to enhance your knowledge of the cleaning sector and the qualifications process.  
ORGANISATION AND LEGAL RESPONSIBILITIES

Conform to all All Cleaned Up policies and local procedures with regard to processing TOIL, holidays, illness reporting, working hours, expenses claims, grievance procedures, petty cash, appraisals and development plans etc. 

Conform to all All Cleaned Up Scotland’s legal policies and practices regarding data protection and employment law. Uphold legislation on health and safety. Carry out your own responsibilities to reduce risk in this matter and promote a health and safety culture. 
Where required, conduct risk assessments in the workplace, at meeting points and on any service user activities. Protect yourself and others from risk of harm or violence. 

Ensure your actions promote and value equality, diversity, rights and responsibility along with supporting the maintenance of all All Cleaned Up policies and procedures. 
OTHER

Adopt a cooperative and flexible attitude to providing cover or aid for other programmes, colleagues and roles when required, to meet the objectives of the service. Commit to all reasonable requests from your colleagues and manager. 

Promote the partnership and All Cleaned Up as a company and represent its interests in a professional manner while complying with all moral and acceptable dress codes of practice. Develop and evaluate joint working between agencies.
Undertake other service delivery that is particular to your specific programme or P.D.O. role (including H&S rep, First Aider etc).
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