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Citizens Advice Bucks Head of Development and Communications
This is a new role in a new countywide organisation and presents a genuine opportunity to shape the service to meet the client needs of the future. 
The three existing Citizens in Buckinghamshire became one on 1 April 2021 to form Citizens Advice Bucks.  This new charity will provide independent and impartial advice on debt, benefits, housing, employment and family issues that will help people get their lives back on track, as well as using on-the-ground knowledge to improve local and national social policy. 
Working on a larger scale, we will put more resources into service delivery. Through wider and deeper capacity we will attract more funded projects.  Last year our combined income was in excess of £1m. Our ambition is to be an essential partner with local government, public health and employment and social services in service specification and delivery. 
The new Head of Development and Communications will be taking on the role at a point of transition. The merged charity will be significantly larger than its constituent parts, and so the Head of Development and Communications will need to be able to operate effectively at county level.  You will manage a small team consisting of a Fundraiser, a Communications Officer and a Research and Intelligence Officer, all of whom work part time.   We are often the only place left locally that people can talk to seek independent and impartial advice on debt, benefits, housing, employment and family issues and the role of Head of Development and Communications is key to making sure we are there for them in the future.

Terms of Appointment
	Salary
	£40,000 - £45,000 per annum

	Location
	Citizens Advice Bucks head office (which of the current offices of the constituent charities will be the head office of CAB is to be determined) and across multiple sites in Buckinghamshire as required with opportunity for some home working

	Pension
	Defined contribution pension scheme with an employer contribution of 6%

	Annual leave
	25 days plus public holidays

	Contract
	Permanent

	Working hours
	[bookmark: _GoBack]37 hours full-time. 



Job Purpose:
· Leading the development and successful implementation of the organisation’s funding strategy so that the charity has the resources it needs to deliver effective services that meet local need through multiple income streams including commissioned services; trust and grant funded income; and developing our direct giving and community fundraising.
· Working with CEO to develop relationships, partnerships and networks that enable the organisation to deliver its vision with and through local communities and other stakeholders
· Leading on marketing and communications so that the organisation builds on its strong reputation and visible brand and continues to be recognised as a key part of the community infrastructure of Buckinghamshire
· Supporting the organisation’s research, campaigns and advocacy work, making the case for policy, practice and systemic change 
· As part of the senior leadership team, working with the CEO, the Board and other senior managers to develop the business strategy and business plan for the organisation to be sustainable and thrive into the mid and long term. 
· Being an inspiring and effective manager of the people in your team

PRINCIPAL TASKS AND RESPONSIBILITIES

1. Fundraising
1.1. Work with the Chief Executive Officer to develop the fundraising strategy for the organisation, identifying sources of income to sustain and grow the organisation’s activities in line with the business plan
1.2. Lead on the development of large and complex funding proposals to major funders involving liaison with senior managers and other staff
1.3. Develop partnerships with other VSOs and statutory bodies to create and submit joint funding proposals 
1.4. Support senior managers in providing monitoring and evaluation reports, identifying continuation funding or preparing exit strategies for services
1.5. Work with colleagues to develop business cases that ensure funding applications are realistic, and that implementation and delivery plans dovetail with the needs of funders

2. Networks and networking
2.1. Develop, maintain and track relations with external partners including funders and partner agencies, and with Bucks Council councillors and senior officers
2.2. Build partnerships with other agencies that lead to positive impact for our communities, through joint services, collaborative funding approaches, or sharing expertise to achieve change
2.3. Research and identify emerging needs in the county, through gathering intelligence from your networks, and share this with colleagues to inform the organisation’s business and service delivery plans

3. Marketing and communications 
3.1. Develop and implement the marketing and communications strategy (internal and external) for the organisation
3.2. Ensure the organisation’s publicity, newsletter, website and digital content is proactively updated, reviewed and refreshed
3.3. Together with the Chief Executive Officer, maintain contacts with local and regional media
3.4. Support Research and Campaigns activity, amplifying the voice of our clients to influence change in policy and practice and create advocacy campaigns within Buckinghamshire which promote the interests of CA Bucks clients


4. Leadership and management
4.1. Contribute as part of the leadership team to the development and delivery of CAB’s business and development plan
4.2. Monitor, assess and/or implement relevant aspects of the business development plan and report on targets and objectives
4.3. Ensure that defined objectives are translated into team and individual workplans and targets and support, motivate, supervise, appraise and line manage paid staff reporting to the post
4.4. Manage and monitor any delegated budgets and follow Financial Procedures

5. Other
5.1. Uphold and promote the Aims and Principles of the CA Service and its Equality and Diversity and other policies
5.2. In addition to the tasks and duties outlined in this job description, to undertake such duties which are generally compatible with the functions of the post. 





CITIZENS ADVICE BUCKINGHAMSHIRE  

Post:  Head of Development & Communications 

Person Specification

	ESSENTIAL REQUIREMENTS

	1) 
	Experience of developing and managing effective relationships with funders, partners and other stakeholders

	2) 
	Proven track record of successfully raising 6 figure sums from trusts and/or statutory sources and understanding of local government and other statutory commissioning and procurement processes. 

	3) 
	Project management including monitoring progress against objectives and experience of working within an evaluation framework.

	4) 
	Ability to create business cases, manage a budget and contribute to decisions on the allocation of resources

	5) 
	Experience of developing and delivering marketing and communication strategies that achieve impact

	6) 
	Excellent interpersonal skills, including the ability to relate and work with a large variety of different people and be a confident communicator.

	7) 
	Strong negotiation and influencing skills and entrepreneurial drive to attract funding for our service.

	8) 
	Excellent creative writing and editing skills and must be numerate particularly in relation to budgets

	9) 
	Ability to plan and manage own workload and the work of others in a pressured environment

	10) 
	Understand, empathise, and be committed to Citizens Advice aims, principles and equality and diversity policies

	11) 
	Willingness to work outside normal hours as required

	12)
	Willingness to work at any site in Buckinghamshire as required
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