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[bookmark: _Hlk211934565]Job Description
Job Title: Development Coordinator
Hours: 28 hrs (4 days) per week
Contract: 12 months, fixed term (possibility to extend subject to funding)
Working pattern: Part-time, flexible across the week
Salary: £40,170 per annum (pro rata £32,136 per annum)
Reports to: Development Manager

Role Purpose
The Development Coordinator will provide advice, signposting, training, access to funding, and capacity building support to voluntary and community organisations in Hackney and the City of London. 
This role will support VCS organisations of all sizes, but has a strong focus on grassroots organisations, and those led by and serving communities often excluded from mainstream support, funding and infrastructure.
The postholder will collaborate with colleagues who coordinate networks and forums across Hackney and the City, and with the Communications Manager to ensure organisations are well informed about available support, funding opportunities, and external developments affecting the sector.

Key Responsibilities
1. Outreach and engagement
· Proactively build and maintain trusted relationships with voluntary and community organisations across Hackney and the City.
· Proactively identify and engage with organisations to identify their development needs, challenges, and priorities, and respond with appropriate support or referral.
2. Capacity building and support
· Provide tailored 1:1 advice, guidance and signposting on areas including but not limited to governance, funding, strategy and partnership working.
· Support organisations to diversify income, strengthen funding applications, and develop longer term financial resilience.
· Support organisations to develop realistic and sustainable budgets for funding applications, including guidance on apportioning costs, and understanding financial planning requirements.
· Monitor the funding landscape and share relevant opportunities with the sector.
· Work with the Communications Manager to ensure organisations are kept informed of available support and funding opportunities.
· Work with the Development Manager to design and deliver a training package and produce resources tailored to the varying needs of VCS organisations
· Work with colleagues coordinating VCS networks and forums to ensure organisations are connected, included and able to access wider opportunities for the sector.
3. Monitoring & evaluation
· Record and report on support provided, outcomes achieved, and learning gained.
· Develop robust work plans to track programme activities and ensure KPIs are achieved.
· Maintain the accuracy of programme data, ensuring data is securely stored and transferred in line with GDPR requirements.
· Contribute to programme monitoring and evaluation activities.
· Work with the team to develop reports that evidence impact and inform future service delivery.
· Share insights with internal teams to ensure work is joined up and responsive to sector needs.
4. Equity, diversity & inclusion
· Promote equity, diversity, inclusion and anti-racism in all aspects of support, ensuring services are accessible to Hackney and the City’s diverse voluntary and community sector.
· Help organisations understand and respond to relevant national and local policies, and wider social, political, and economic developments that may impact their work.

5. General
· Work in accordance with Hackney CVS’s policies and procedures.
· Maintain high standards of information governance, data handling and storage in line with GDPR to mitigate risks related to data protection and cyber security.
· Work flexibly as part of Hackney CVS staff team, attending meetings, liaising and interacting with team members, and making a positive contribution to the organisation.
· Work occasional evenings and weekends as required for meetings and other functions

Person Specification
· Experience of working in or with voluntary and community organisations.
· Knowledge of Hackney and/or the City of London’s voluntary and community sector.
· Strong understanding of organisational development, including governance, strategy, funding and budgeting.
· Ability to provide practical advice and tailored support to strengthen organisational resilience and sustainability.
· Knowledge of the funding landscape, including trusts, foundations, and commissioning opportunities, and the ability to share this effectively with organisations.
· Experience of designing and delivering training, workshops, and accessible resources for voluntary and community organisations.
· Strong understanding of equity, diversity, inclusion and anti-racist practice, with a commitment to ensuring development support is accessible across Hackney’s and the City’s diverse communities.
· Awareness of local and national policies, and wider social, political and economic developments, and how these affect the voluntary and community sector.
· Strong communication and interpersonal skills, with the ability to build trusted relationships, and work collaboratively with colleagues, partners, and community groups.
· Ability to manage multiple priorities, work flexibly, and respond to changing needs.
· Experience of monitoring and evaluation, including maintaining accurate data, developing work plans, tracking outcomes, and producing clear reports.
· Understanding of GDPR and good practice in managing and storing data securely.
· Commitment to continuous improvement, reflective practice, and evidencing impact.
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