Cumbria Community Foundation
Prevention Programme Manager (Place Based Services)
Summary of some terms and conditions

Title: 


Prevention Programme Manager (Place Based Services)
Employer: 

Cumbria Community Foundation

Reporting to: 
Chief Operating Officer

Responsible for: 
none

Hours:

22.5 hours per week (negotiable)
Salary: 

circa £22-24K TBC
Contract:
This position is offered as a temporary contract until 30 September 2017 but may be extended depending upon contracts extended or gained  

Pension: 
The Foundation will make a matching contribution of up to 7.5% 

Location:  
The office premises are situated on the 1st floor of Dovenby Hall in Dovenby, near Cockermouth

Leave:
25 days per year plus two additional days at Christmas and one at Easter (pro rata)
Review: 

This post is subject to a six-month probationary period.

Cumbria Community Foundation

Job Description 

Prevention Programme Manager (Place Based Services)
BACKGROUND

The Community Foundation exists to improve the quality of the community life of Cumbria by making grants to voluntary organisations and individuals and managing grant making funds on behalf of individuals, companies and government organisations. 

Established in September 1999 the Foundation has given out over £25 million in grants to more than 4,000 groups.  We have also built our long term funds to over £11 million. 

The Foundation has a strong donor base and is held in high regard by key stakeholders.  As an organisation committed to the local community and a track record of delivery we are looking for a key member of the team to contribute to the exciting development of the organisation in particular taking forward the recently extended contract from Cumbria County Council for what was formerly known as the Neighbourhood Care Independence Programme but now referred to as Placed Based Services (Prevention Programme). The Prevention Programme consists of around 30 voluntary and third sector organisations delivering a range of services and support to vulnerable adults in order to enhance or maintain their ability to live independently of Health Adult Social Care Services. This Programme sits within the Health and Social Well-Being System under the auspices of Public Health.
Overall Job Purpose

To deliver and program manage the Prevention Programme delivered by CCF partners and provide a high quality grant making service ensuring best practice within the Philanthropic Framework. Ensuring that grants are targeted to best effect and that the donor’s needs are met or exceeded. 

To support the Grants and Donor Services function by coordinating and managing the day to day governance of the Prevention Programme, liaising closely with the funder to ensure effective and successful delivery. 
General Duties
· Monitor and manage the Prevention Programme ensuring effective and successful delivery 
· Work with the donor on re-specifying existing prevention services, opening new ones for bidding, evaluating applications and developing outcome reporting requirements

· Develop and maintain excellent relationships with multiple stakeholders - the donor, other key stakeholders (e.g. Health and ASC colleagues) and providers and respond to emerging need within the programme
· To work with the Finance team to ensure effective and accurate distribution of grant making funds 
· Provide reports to the donor in line with the contract specification and agreement and attend regular meetings with donors as required
· Work closely with the lead partners to assess, monitor and evaluate grants within the programme
· Represent the Foundation at events to promote projects and programmes
· Work with the donor to develop new funds

· Be informed about voluntary sector and relevant policy issues 
· Be aware of national and local developments regarding good practice in grant making with particular focus on Social Care and Health sectors 
· Provide grant-making support to and cover for other funds as required
· Raise public awareness of the Place Based Services and CCF by attending events that publicise the availability of funds or the work we do.
· Advise the Communications Team of any relevant media opportunities.

· Support the Foundation’s grant making policies and procedures, ensuring best practice

Other general duties 

· Keep abreast of developments across the charity sector by liaising with senior staff in other charities.  
· Where appropriate, attend external seminars and workshops on behalf of the Foundation.
· To support the implementation of the Foundation’s strategic and business plan aims

Values
Support the team values of the Foundation 

Continuous Personal Development

Work with the Chief Operating Officer to identify areas for further training and development, undertaking relevant courses and qualifications as required.

Health and Safety

Carry out the required duties in accordance with the Foundation’s Health and Safety policies and procedures.

Equality and Diversity

Have due regard to equal opportunities at all times, and to work in a fair and reasonable manner towards all people, ensuring service standards are maintained for all cultures.

Quality

To support the Foundation in striving to create a culture with a total commitment to quality

Person Specification
	Skills & Abilities
	

	Essential
	Desirable

	· Excellent project management skills earned through complex multi-themed programmes
· Ability to work under own initiative to broadly agreed guidelines

· Excellent communication skills (oral and written) 

· Ability to liaise with and work well at a senior level within CCF and with Social Care and Health Care Staff
· Excellent organisational and time management skills with the ability to manage a heavy workload and deal with competing priorities
· Ability to anticipate potential problems / issues and make adjustments

· Strong customer service focus 

· Ability to make effective use of information technology 
	· Previous work within a Social Care or Health setting (public or charitable sector)

· Prior experience of grant-making or similar assessment work as advantage
· Ability to analyse grant applications and make recommendations on them.


	Knowledge, Education & Qualifications
	

	Essential
	Desirable

	· Graduate-level education or evidence of comparable ability 

· Knowledge of the Social Care and/or Health Sector

· Knowledge of community issues and the charitable sector

· Computer/IT literate (word, excel)

· Understanding of the importance of teamwork in delivering effective programmes
	· A general knowledge of financial and office systems

· A basic grasp of Asset Based Community Development 

	Experience
	

	Essential
	Desirable

	· Experience of complex programme management 

· Experience of working in a highly politicised environment and working with a wide range of partners with differing priorities.

· Experience working within an office environment in a customer facing role

	· Experience of income generation
· Experience of working (as paid staff or volunteer) in a charitable or public sector role
· Experience of working on externally funded projects and programmes.

	Personal Attributes
	

	Essential
	Desirable

	· An experienced relationship manager with attention to detail 

· Hard working, motivated, capable and confident
· Flexible and adaptable approach to working hours, job tasks and responsibilities 
· Taking on challenges with vigour
· A quick learner with an openness to new ideas
· Team player
· Enthusiastic and approachable
· Resilient and calm under pressure
· Tactful, diplomatic and assertive when dealing with challenging situations.
	· Passion and understanding for the Community Foundation and its mission


	Any Other Requirements
	

	Essential
	Desirable

	· Ability to represent the business throughout Cumbria and if required, the UK 
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