[image: image1.jpg]§W

,&Q

the care forum





New Business Manager
Job Description 
	Job Title:
	New Business Manager


	Hours Of Work:
	30 per week

	Salary:
	£40,000 pro rata

	Place Of Work:
	The Vassall Centre, Gill Ave, Fishponds, Bristol with travel as necessary across the South West

	Responsible To:
	Interim Chief Executive Officer

	Responsible For:
	Identifying new funding options and submitting tender bids to secure new and existing contracts. 

	
	


Job Purpose

To generate new income and secure new and existing contracts, by:

· Working with the senior leadership team to identify and bid for new funding streams open to The Care Forum (TCF) within its business development plan. 
· Working with other senior staff and team managers to develop funding applications for new work and the retention of existing contracts. 

Main Duties and Responsibilities

1.
Income generation
1.1 
To regularly review industry portals to ensure good awareness of upcoming funding opportunities and make the senior managers aware of such opportunities
1.2
To attend market testing and briefing events to learn more about the funding parameters and requirements, and to brief senior managers on the viability and relevance of potential opportunities. 

1.3 
To advise the SMT on potential funding targets to achieve the TCF Business Plan.

1.4
To make applications for funding on behalf of TCF for those opportunities agreed by senior managers, and where appropriate to contribute to partnership bids with other providers on behalf of TCF. 

1.5
To consult and test ideas with relevant project staff and senior managers in order to make realistic applications.

1.6
To submit applications and secure existing and new contracts. 

2.
Financial and Resources Management
2.1
To work with the Finance Officer to ensure all funding applications are sustainable under TCF’s full cost recovery model. 

2.2
To make the case to the Senior Management Team and Board for any investment of reserves to ensure success i.e. to make the case for a “loss leader” in exceptional circumstances. 
2.3
To work with the Finance Officer to set up new project budgets when contracts are secured. 

2.4
To participate in discussions on and planning for the transfer of contracts from previous providers. 

2.5
To ensure that senior managers and project staff are briefed on the contracts attained, the monitoring required and the timescales for implementations i.e. handover new work to the relevant staff. 
3.
General
3.1
To act at all times as a positive and proactive ambassador for TCF and all its services.

3.2
To work within and demonstrate a strong commitment to the aims, objectives, values, anti-discriminatory and equalities framework and other policies of TCF.

3.3
To work within the wider staff team of TCF, attend meetings and participate in appropriate training and to promote a culture of organisation learning. 
3.4
To be motivated and flexible and use your organisational skills to plan your own workload within the priorities and goals set by the Chief Executive.

3.5
To be aware of priorities in both your own work and those of the wider organisation in order to meet the overall needs of TCF.

3.6
This job description is an outline of the main duties of your post and you may be asked to undertake other work commensurate with your role.

3.7
You will be required to travel as required in connection with this post.

New Business Manager Person Specification

	Area
	Criteria
	

	Experience
	Experience of successfully writing tenders to win contracts within the public sector (Minimum of 3 yrs).
	E

	
	Significant experience of commissioning processes including evidence of having prepared tender application documents. 
	E

	
	Extensive experience of contracts relating to health and social care including individual service provision and provision to communities. 
	E

	
	Experience of working in VCSE or public sector. 
	E

	
	Experience of procurement in the private sector
	D

	Knowledge
	Good understanding of commissioning, procurement and grant making processes within the public sector
	E

	
	Understanding the role of the voluntary and community and social enterprise sector in Health and Social Care
	E

	
	Understanding of the health inequalities and barriers that people experience in accessing services and influencing policy development


	E

	Qualifications
	Fundraising qualification
	D

	
	Educated to degree level or demonstrable equivalent experience
	E

	Skills
	Tender application/ bid writing
	E

	
	High level of organisation, planning and prioritisation skills
	E

	
	Good project management skills including personal time management skills.
	E

	
	Excellent communication (written, oral and ICT) and presentation skills
	E

	
	Strong analytical skills and ability to interpret tender specifications.
	E

	
	Ability to deliver accurate, well presented documents within the parameters of the tender specification including good proof reading skills.  
	E

	General
	Demonstrable  commitment to equal opportunities, non-discriminatory practice and promotion of a culture of learning and development
	E

	
	Demonstrable commitment to the values of The Care Forum
	E


Essential (E) / Desirable (D)
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