
 

JOB DESCRIPTION 
 

Job Title Business Development Manager                              (CARF SCQF Level 11) 
Senior Bureau 

Reporting To Chief Executive Officer 

Overview The Business Development Manager is responsible for managing all of CARF’s 
business development activities to ensure a sustainable future for CARF as the 
preferred advice provider in Fife. This includes, but is not limited to, being the driving 
force behind generating new funding agreements, while maintaining the investment 
loyalty of present funders.  

Purpose of Job − To ensure, in conjunction with the CEO and Finance and Resources Manager, 
that appropriate funding is in place, as directed by the Board, to allow for 
both the sustainability and development of CARF. 

 
- To identify and investigate funding opportunities, including researching, 

drawing up proposals and completing funding applications. 
 

- To take responsibility for the negotiation and implementation of specific 
service level agreements or contracts as directed by the CEO.   

 

- To deliver on, and revise on an annual basis, the current Business Plan in 
liaison with the CEO, Board and management team of CARF.  

 

- To maintain the organisations brand and be responsible for the internal and 
external marketing of CARF. 

 

- To work alongside the CEO to maintain and service existing partnerships and 
building new links as appropriate. 
 

Scope of Work - To contribute to the wider strategic management of CARF and, in particular, to 
take the lead in business planning, performance management and marketing of 
the organisation. 
 

- To line manage those projects assigned to the post. 
 

- To assist or deputise for the Chief Executive Officer, as required. 
 

 

 

  



 Degree of Autonomy - Work alongside the CEO and Finance and Resources Manager to source and 
maintain existing levels of funding within CARF. 

 

- Take ownership of the Business Plan and work alongside colleagues to achieve 
its objectives. 

 

- Report both orally and in writing on business development activity reporting 
on variance and changes to the Board, as required. 
 

- To line manage staff through the provision of regular staff support meetings, 
annual appraisals and training. 

 

- To manage projects assigned to the post ensuing sufficient staffing, resources 
and support, as well as providing regular reports. 

 

- To maintain funder loyalty by demonstrating value for money and excellent 
service. 

 

- To be accountable for the day to day marketing strategy of the organisation, 
including responsibility for brand maintenance. 

 

- Ongoing awareness of the operating environment such as those legislative 
developments, social trends and needs likely to affect demand for information 
and advice and opportunities for service development. 
 

- Represent the organisation at events and meetings and act as an ambassador 
for CARF at all times. 

 

- Identify your own personal strengths, weaknesses and personal training needs 
as well as attending in-house and external training courses as appropriate. 
 

 
 
 

Processes - Work alongside colleagues to ensure the co-ordination of activities, procedures 
and systems and promote common policies and/or practice within CARF. 

 
- Regularly check progress and performance against agreed service level 

agreements. 
 

- Collect, collate, analyse, interpret and report on a range of statistical data either 
in response to reporting and funding requirements or as part of the business 
planning process.  

 

 
Quality - Adhere to CARF’s recognised good practice and standard processes and 

procedures to ensure governance and compliance at all times.  
 

- Contribute to overall efficiency and quality of processes and procedures. 
 

- Demonstrate the quality and value of CARF services through the use of innovative 
reports, capitalising on marketing opportunities as they arise. 



PERSON SPECIFICATION 
 

Knowledge & 
Understanding 

- Evidence and/or qualifications equivalent to SCQF Level 11. 

 

- Evidence of continuous professional development. 
 

- A knowledge of financial management. 
 

- A knowledge of strategy development and its effective implementation, 
particularly within the Third Sector. 

 

- Experience of leading and developing high quality customer service. 
 

- Understanding of the financial pressures facing Third Sector agencies. 

Communication, 
numeracy and ICT 
skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- An exceptional communicator at all levels with the ability to establish positive 
relationships quickly. 
 

- Excellent interpersonal skills with volunteers, staff, management, clients and 
external parties. 
 

- Excellent written, oral and IT skills with the ability to produce well-constructed 
and high quality reports. 

 

- Able to contribute to IT solutions to enable effective and efficient advice 
provision. 

 

- High quality promotional and presentation skills with the ability to represent the 
organisation at events and meetings and publicise/market the service, acting as 
an ambassador for CARF at all times. 

 
- Committed to a team working approach. 

Generic Cognitive 
Skills e.g. evaluation 
& analysis 

- Keen analytical skills, able to collate, review and interpret data. 

 
- Able to identify and resolve problems quickly and efficiently recognising the impact 

of any changes on the internal and external environment. 
 

- Able to use data to drive decision making and improve service delivery. 
 

Autonomy & 
Accountability 

- Able to work on own initiative, prioritise work and manage pressure. 

 
- Take responsibility for line managed projects ensuring quality standards are 

met and a high quality service provided to clients. 
 

- Able to work flexible hours as required by the service and the needs of clients. 
 

- Possess an organised approach to all areas of work and adhering to good 
practice, including a professional standard of conduct, at all times. 

 

 



Applied Knowledge, 
Skills & 
Understanding 

- Good understanding of current policy issues within the advice sector as well as 
the current policy issues affecting individuals in Scotland. 

 

- Experience of peer checking or auditing casework and a knowledge of how to 
ensure quality and performance standards are achieved. 

 

- Able to develop relationships, and negotiate, with external parties and 
organisations. 

 

- Capable of effective delegation, on-going staff appraisal and understanding 
development/training needs. 

 

- A clear understanding of the importance of excellence in service delivery. 
 

- An understanding of the issues that affect clients and how it affects individuals 
and their families. 

 

- An understanding of social policy related work and how to apply this in a work 
environment. 

 

- A working knowledge of existing legislation, including health and safety 
legislation. 

 

- Support the principal of volunteerism. 
 

- Have an understanding of, and commitment to, equal opportunities and 
diversity. 

 

- Understand methods of research and be able to respond to the advice needs of 
the local community. 

Other - Able to travel throughout the region, where necessary. 

Values & Attitudes   Commitment to CARF’s STARS values and associated behaviours: 

 

o Skilful – CARF staff and volunteers are valued for their expertise and encouraged 
to increase knowledge through continuous learning. 

o Trustworthy – CARF staff and volunteers are treated, and act with, honesty, 
respect and dignity at all times. 

o Aspiring – CARF staff and volunteers show a desire and determination to make 
themselves and CARF the best they/it can be. 

o Reliable – CARF staff and volunteers consistently aim to deliver the highest 
possible service. 

o Supportive – CARF staff and volunteers work as a team to provide 
encouragement and support to each other, and to those who use our services. 

 
For more detailed information relating to our STARS values, please refer to the 

document ‘An Introduction to the CARF STARS Framework.’ 

 

 

 


