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[bookmark: _Hlk211934565]Job Description
Job Title: Development Manager
Hours: 21 hrs (3 days) per week
Contract: 12 months, fixed term (possibility to extend subject to funding)
Working pattern: Part-time, flexible across the week
Salary: £45,000 per annum (pro rata £27,000 per annum)
Reports to: CEO
Line manages: Development Coordinator, City Network Coordinator

Role Purpose
The Development Manager will lead Hackney CVS’s Organisational Development functions, overseeing the support and training available to voluntary and community sector (VCS) organisations in Hackney and the City of London.
The postholder will manage relationships with funders, donors, statutory partners, and local stakeholders, ensuring that Hackney CVS’s organisational development work is effectively delivered and responsive to the needs of the local voluntary and community sector.
They will also work closely with other Hackney CVS managers to share insights, collaborate across teams, and strengthen the organisation’s collective understanding of the sector’s needs and priorities.
The postholder will also collaborate with the Communications Manager to ensure organisations are well informed about available support, funding opportunities, and external developments affecting the sector.
Key Responsibilities
1. Leadership and Management
· Lead Hackney CVS’s Organisational Development function, providing line management, supervision, and support to the Development Coordinator and City Network Coordinator.
· Ensure delivery of a coherent and responsive offer of capacity building, and training to local organisations.
· Foster a culture of learning, inclusion, and collaboration within the team and across Hackney CVS.
2. Organisational Development and Capacity Building
· Oversee the delivery of high quality organisational development support to voluntary and community organisations of all sizes.
· Proactively build and maintain trusted relationships with voluntary and community organisations across Hackney and the City.
· Ensure that capacity building activities (training, advice and resources) respond to the changing needs of the local sector.
· Work with the Communications Manager to ensure the Organisational Development offer is well promoted through multiple channels and easily accessible.
· Maintain an overview of emerging needs, trends, and challenges within Hackney’s and the City’s voluntary and community sectors, sharing insights across the organisation.
· Build and maintain relationships with funders, statutory bodies, and infrastructure partners to enhance access to support and investment for the local sector.
· Work with the CEO/Senior Leadership Team to set annual budgets for the Organisational Development function. Manage and monitor performance throughout the year. Ensure expenditure aligns with funding agreements and financial policies.
· Monitor the funding landscape, develop relationships with funders, and share relevant opportunities with the sector.
· Alongside the Development Coordinator, design and deliver a training package (in-person and online) and set of guidance documents suited to the varying needs of VCS organisations.
· Work with the Development Coordinator to provide tailored organisational development advice, guidance and signposting on governance, organisational strategy, partnership working, safeguarding, and sustainability.
· Support the City Network Coordinator as they build a network of VCS organisations in the City and provide capacity building services.
· Support organisations to make effective use of networks and forums coordinated by Hackney CVS and other partners.
3. Partnership and Collaboration
· Collaborate with other Hackney CVS managers to align organisational priorities and share information and insights about the sector’s needs.
· Represent Hackney CVS at external meetings and sector events to strengthen visibility and influence.
· Work closely with the Communications Manager to ensure consistent messaging and coordination between all functions.
4. Monitoring, Evaluation and Impact
· Oversee the monitoring and evaluation of Organisational Development activities.
· Ensure that data collection, reporting, and impact measurement are accurate, consistent, and compliant with GDPR.
· Produce and present high quality reports to funders, senior management, and the Board.
· Lead the development of key performance indicators (KPIs) and robust work plans to ensure targets are met.
· Use monitoring data and feedback to improve services, demonstrate impact, and shape future priorities.
· Share insights with the wider development and networks teams to ensure work is joined up and responsive to sector needs.
· Work in partnership with colleagues to ensure under-represented communities and groups are included in sector-wide development opportunities.
5. Equity, Diversity & Inclusion
· Ensure that Hackney CVS’s development work actively supports equity, diversity, inclusion and anti-racist practice.
· Prioritise support for groups and communities that experience structural barriers to funding and development opportunities.
· Work collaboratively across the organisation to ensure the needs of diverse communities are understood and addressed. 
· Help organisations understand and respond to relevant national and local policies, and wider social, political, and economic developments that may impact their work.
6. 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
· Significant experience in a leadership or management role within the voluntary and community sector, infrastructure support organisation, or a related field.
· Strong track record in organisational development, supporting voluntary and community organisations, including strong understanding of governance, strategy, funding, budgeting, leadership, and workforce development.
· Understanding of the voluntary and community sector in Hackney and/or the City of London, including the challenges facing small, medium, and larger organisations.
· Awareness of local and national policies, and wider social, political and economic developments, and how these affect the voluntary and community sector.
· Experience managing and developing staff, providing effective supervision, motivation, and professional development.
· Ability to develop and maintain effective relationships with funders, donors, partners, and stakeholders at all levels.
· Strong financial literacy and experience overseeing budgets.
· Knowledge of the funding landscape for the VCS, including trusts, foundations, corporate giving, and statutory funding.
· Experience of designing and delivering training, workshops, and accessible resources for voluntary and community organisations.
· Excellent communication, presentation, and negotiation skills, with the ability to represent the organisation confidently and professionally.
· Experience of monitoring and evaluation, including maintaining accurate data, developing work plans, tracking outcomes, and producing clear reports.
· 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.
· Analytical and strategic thinking skills, with the ability to identify opportunities, assess risks, and plan for long term impact.
· Experience in monitoring, evaluation, and reporting, including using data and evidence to demonstrate impact and inform future planning.
· Understanding of GDPR and data management best practice.
· Collaborative approach with a commitment to cross-team working and information sharing to strengthen organisational insight and coordination.
· Ability to manage multiple priorities, work flexibly, and respond to changing needs.
· Ability to work flexibly and adaptively in a fast-paced environment.
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