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Job Description
Job Title


Enterprise Development Manager

Accountable to

The Chair to the Management Committee

Supported by

The Co-operative Advisory Group (comprising representatives 
of the corporate members of the co-operative)

Location


St Catherine’s Church Centre

Employment Status

Employee
Salary
Starting salary within the range £25,350.00 (Point 12) rising to £29,250.00 (Point 14) depending on qualifications and experience.
Bonus/Incentive:
Payable on a quarterly basis in accordance with the co-operative provisions for bonus payments

Holidays:
22days in first year rising to 25 days in subsequent years plus 10 days statutory holidays

Normal Hours of Work
37.5hr per week

Terms & Conditions of Service

This document summarises key terms & conditions and requirements of the postholder. A full account of the terms and conditions of service is available in The Campitor-St Catherine Co-operative Handbook available from the co-operative on request.

Summary of Organisation

The Campitor-St Catherine Co-operative is a community-owned co-operative based at the St Catherine’s Church Centre, Belle Vue Wakefield.  The co-operative’s principal aims are to manage and develop the St Catherine’s Church Centre and to promote well-being and the relief of poverty in neighbourhood communities.  The co-operative seeks to meet its aims through its own trading activity and through a group of social enterprises forming its corporate membership. 

The co-operative is managed by means of a Management Committee appointed by the co-operative as a whole but drawn from amongst the social enterprise corporate membership.  Because the co-operative is based at the St Catherine’s Church Centre there is a very close working relationship with the Church.  By virtue of this connection, the Vicar of St Catherine’s Church is (non-voting) chair of the Co-operative.  The co-operative shares common values with St Catherine’s Church in terms of its commitment to promote sustainable and prospering communities, however it is important to stress that the co-operative is not a religious organisation.

Accountabilities & Relationships

The postholder will be accountable to the Co-operative Management Committee and they will operate as its senior officer.  Line management will be provided by the Co-operative Chair who is also Vicar of St Catherine’s Church.

Benefits and Remuneration

The postholder will be salaried.  During the first full twelve months of employment the postholder will be paid a salary within the range of Point 12 to Point 14 of the co-operative salary scales.  The postholder’s salary will be subject to review towards the end of the first full twelve months of employment.  This review has the potential to provide for an increase in the postholder’s salary based on their job performance.

The postholder will have an opportunity to be paid a performance related bonus on a quarterly basis in arrears subject exceeding targets as agreed through the cooperative Management Committee.  Such bonuses will be paid in accordance with the Campitor-St Catherine salary scales.  

Decisions related to salary increases upon completion of the first 12 months of employment shall rest solely with the co-operative Management Committee.  Decisions will be based entirely on the performance of the postholder against criteria established by the Management Committee. 

Summary of Job Role

This is a key appointment amongst the staff team and enterprises of the co-operative. The postholder will have significant responsibility for managing the development of the co-operative and for resourcing its member enterprises.  In particular this will mean:

(a) Contributing to the co-operative Development Strategy

(b) Supporting the development of the co-operative in general and the corporate member social enterprises

(c) Developing the co-operative’s trading activity and brand profile against specific targets established within the co-operative’s Development Strategy

Key responsibilities

1. To represent the co-operative and its corporate members in meetings, dissemination events and tendering/funding submissions. 

2. To realise the trading potential of the Campitor-St Catherine Co-operative and its corporate members working to specific targets established through the co-operative Management Committee and the Development Strategy.  In particular this will include developing and managing:

· The promotion of the co-operative brand and brand values

· The co-operative and its corporate members contracting capability

· The co-operative’s contracting and sales administration systems

· Increasing the trading activity of the co-operative and its constituent corporate member social enterprises.

3. To act as advocate and mediator for the co-operative and its members amongst the corporate members of the co-operative

4. To facilitate and co-ordinate the Co-operative Management Committee and its work

5. To manage and oversee the management of staff and projects as required.

6. To act as advocate, mediator and mentor to the Company Secretary/Finance Officer and those charged with managing specific projects and enterprises with the purpose of supporting those individuals in their professional and personal development

7. To collaborate in and, as requested, to undertake the preparation and submission of funding bids and tendering for work/projects 

8. Any other relevant duties commensurate with the post as determined by the Chair of the Management Committee.

Job Specification

Job Title
Enterprise Development Manager


	Knowledge/Skills/Education

	
	Educated to degree standard in a relevant discipline
	E

	
	High levels of numeracy
	E

	
	Good level of literacy
	E

	
	Excellent administrative skills
	E

	
	Computer Literate (Microsoft Office/Sage Line 50)
	E

	Experience

	
	Experience of working in a busy team environment
	E

	
	Working with people in a range of circumstances
	E

	
	Working in a Third Sector/Church/Voluntary and Community Sector environment
	D

	
	Working in a multi-disciplinary team
	D

	
	Working in a development/entrepreneurial role
	E

	
	Working to performance-based targets
	E

	Abilities and Aptitude

	
	Team worker
	E

	
	Working to deadlines
	E

	
	Flexible and adaptable
	E

	
	Ability to manage a varied workload
	E

	
	Good interpersonal skills
	E

	Personal Qualities and Values

	
	Strong alignment with the Christian values of the co-operative and a demonstrable commitment to demonstrate such values through the co-operative
	E

	
	Flexibility in terms of attitude
	E

	
	Prepared to be accountable to others 
	E

	
	Readiness to set and meet agreed performance targets
	E

	
	Clean full driving licence 
	E

	
	Inclusion of D1 (minibus) on driving licence or willingness to secure this
	E


