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	Job Description:
Small Grants Development Worker

	

	Salary
	£24,646 

	Hours
	35 per week

	Location
	Macc office

	Contract
	Fixed term to 31st March 2015

	Responsible to
	Policy and Influence Manager

	Number of Job Holders
	1

	

	Purpose of the Role

	The postholder has responsibility for supporting the implementation of Community First and Social Inclusion Grant projects. The postholder will work flexibly to support the delivery of these projects maximising participation by local voluntary and community groups, ensuring efficient administration and shared learning.

	

	Key Objectives
	Task

	To build the capacity & capabilities within local voluntary & community groups in improving the outcomes of local people.
	Community First

· Provide support to Community First panels in a number of wards across Manchester including support in 

· Strengthening panel membership

· Identifying a local voluntary and community sector organisation able to take over the panel partner role. 

· Support the selection process for panel partners

· Support voluntary and community sector organisations in adopting and delivering the role of panel partner. 

· Develop a simple manual which can be passed onto any voluntary and community sector organisation looking to put themselves forward as a panel partner 

· Facilitate peer support meetings for panels across the city to share ideas and develop good practice
· Encourage panel members to provide mutual support to each other in leading their local Community First project
· Where Macc acts as Panel Partner

· Support the ongoing development of the Community First Plan for the area 

· Work with the panel to take an asset based approach to identifying and addressing gaps and opportunities for stimulating community action

· Mentor and support panel members in becoming active local citizens

· Provide administrative support for panels where required
· Ensure panel web pages are regularly updated.  

· Check the email address for each panel daily 

· Accept the decisions from panel meetings to make recommendations to Community Development Foundation

· Input recommendations from panels into the CDF online grants system

· Promote Community First to local voluntary and community organisations as opportunity for funding local activities.
· Maintain an overview of Community First in Manchester, liaising with panel partners, City Council Regeneration Teams and other stakeholders including Ward Councillors.

· Produce an annual report on Community First in Manchester with success stories, progress updates and recommendations for further development.

Social Inclusion Grant

· Publicise the programme to voluntary and community sector organisations and wider stakeholders

· Work with the Capacity Building Team to advise voluntary and community sector organisations on how to apply 

· Convene and support the grant decision making panel
· Create administration and project management systems
· Pre-assess applications for accuracy and fit with criteria giving information and recommendations to support the decision-making panel

· Maintain records to keep applicants people informed of the progress of their application

· Administer grant payments as directed by the decision making panel in partnership with The Charity Service

· Maintain accurate records of applications and payments.

· Maintain a caseload of grant holders, monitoring their progress and reporting to the Programme Board.

· Provide general administration for the programme e.g. taking minutes at Programme Board Meetings

· Liaise with the programme evaluation partner to identify learning, success stories and recommendations arising from the programme.
· Contribute relevant, timely & accessible information & resources for use by Macc’s members through our websites, newsletters, meetings & events.

	To ensure delivery & impact are monitored & reports prepared for trustees, members & funders.
	· Support the Strategic Management Team in producing timely & accurate reports to the Board of Trustees.

	To ensure that Macc remains policy-driven & supports a strong campaigning voice for the local voluntary & community sector
	· Work with the Policy & Voice Manager in identifying trends, opportunities & policy issues arising from the work.

· Contribute to a cross-cutting view of issues such as equal opportunities, health, crime, education & the needs of unacknowledged & emerging communities.

	To ensure Macc has a visible profile in the city of Manchester & communicates effectively with its members, users & other external stakeholders.
	· Contribute to the development & implementation of a Communications & Promotions Strategy for Macc & ensure the implementation of key messages & house style in all communications, design & publicity work.

· Collate feedback from members, users, funders & other stakeholders.

	To ensure appropriate information storage & retrieval systems within Macc & compliance Data Protection legislation.
	· Ensure that the contact & casework database is updated on a regular basis, & to contribute to the development of the database as an effective resource for the charity.

· Contribute to the implementation of systems to share & publish appropriate data of Macc’s work following principles of Freedom of Information & Open Data, enabling Macc to lead by example in accountability & transparency.

	

	Equipment & Systems

	· Equipment: general office equipment including personal computer, telephone & photocopier. Occasional use of presentation equipment.
· Systems: Outlook email, Internet (IE / Firefox), Word, Excel, Powerpoint, Access. Project Management software. Website systems including civiCRM & ORCA database.

	

	General

	· To uphold & promote the values of Macc as expressed in the Macc Statement of Purpose, Beliefs and Values. 

· To work as a member of Macc team, participate constructively in meetings & other shared working as requested & contribute to the development of policy & good practice within Macc.

· To share responsibility for responding to general enquires & administration.
· To work in accordance with the policies of Macc as set out in the Macc Staff Handbook which sets out policies & procedures set out in respect of all aspects of the organisation including Health & Safety, Confidentiality & Data Protection, Sustainability & Equal Opportunities Statement & other areas.
· To undertake training as required.

· To work flexibly to carry out the above duties & any other duties commensurate with the responsibilities of the post which may reasonably be required.


