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	JOB TITLE
	Development Officer

	2.
	REPORTING TO
	Board of Trustees


	3.
	JOB PURPOSE

The Development Officer will take responsibility for the running and the development of Stand Easy.  This will be undertaken in liaison with the Board of Trustees and our partners.


	4.
	DUTIES AND RESPONSIBILITIES

Job Specific Duties
· To run Stand Easy day to day
· To manage the key projects of Stand Easy

· To have responsibility for the coordination of professional and sessional staff

· To have responsibility for finding project volunteers

· To organise the training of the volunteers
· To ensure that all our ex-Forces participants are looked after and links with them maintained, and to actively seek out new participants

· To apply the Company’s Policies, in particular our Protection Policy for volunteers and vulnerable adults
· To maintain existing partnerships and develop future partnerships

· To raise funding as appropriate and to keep funders informed about our work

· To develop Stand Easy, in particular:

· Involving the Emergency Services in our activities

· Working with families
· Working with the prison service in Scotland

· Developing new and independent branches of Stand Easy where appropriate

· To manage the Stand Easy website

· To provide publicity material for the website
· To work through social media to connect with ex-Forces and involve them in the work of Stand Easy

· To promote active partnerships with local communities 
· To create, manage and evaluate feedback relating to the activities of the project
· To actively work with the Board of Trustees and to keep them informed

· To liaise with our Stirling branch of Stand Easy managed by the Macrobert Arts Centre

Financial Resources

· Monitoring and managing the budget
Information Systems 

· The post-holder will be required to use basic computer packages, including Microsoft Office
· The post-holder will be required to have confidence in using social media platforms



	5.
	GENERAL

Working Environment

· The post-holder will predominately work from home
· There will be regular travel involved, in order to visit ex-Forces participants and potential participants, and to manage partnerships
Communication 

· The post-holder will be expected to attend Board Meetings to report on progress and developments

· Will provide reports to funders and other relevant bodies when required
· Will be an ambassador for the Company at all times
Travel

· The post-holder will be expected to use their own car (which must be `MOT’d)

· The post-holder will have a full clean driver’s licence.  

· Mileage will be paid for business use.

· When public transport is used, fares will be reimbursed.


	
	


	6.
	This is a new post and it is anticipated that it may develop in different ways to the above stipulations.  Where this happens, it will only be by agreement between the post-holder and the Board of Trustees.  



	7.
	COMPANY  RESPONSIBLITIES (All Employees)

The post-holder is required to:-

Observe the Company’s policies with regard to the data protection and confidentiality of information

Observe the Company’s Health and Safety and Risk Management policies

Be aware and adhere to the Company’s policy on Equal opportunities and Diversity

Undertake any training as necessary to carry out the duties of the post

Post Specific

This post is subject to an enhanced Disclosure check




