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Business Development Support Officer
Job pack
	Want to chat about this role?
If you want to chat about the role further, you can contact Luca Badioli by emailing jobs@arunchichestercab.org.uk or calling 01243 866233


	[image: ]Our values
We’re inventive. We’re not afraid of trying new things and learn by getting things wrong. We question every idea to make it better and we change when things aren’t working.
We’re generous. We work together, sharing knowledge and experience to solve problems. We tell it like it is and respect everyone.
We’re responsible. We do what we say we’ll do and keep our promises. We remember that we work for a charity and use our resources effectively.

	






	Reporting to
	Business Development Manager

	Location
	Mainly Hybrid role 
	Some travel required

	Hours
	37 hours per week

	Salary
	£30,500 - £35,286.16 depending on experience

	Contract type
	Permanent

	Role purpose
	To provide comprehensive administrative, research, and coordination support to the Business Development Manager and Chief Executive, helping to identify funding opportunities, develop bids, and maintain strong partnerships.
To ensure effective communication, accurate data management, and smooth delivery of business development activities that support the organization’s strategic aims.

	Main responsibilities
	Provide confidential day-to-day administrative and coordination support to the Business Development Manager, and to the Chief Executive, where required.

Assist in identifying gaps in service provision by gathering information, compiling data, and supporting the development of sustainable funding options.

Support the identification of partnership funding opportunities by carrying out initial research and preparing summary information.

Provide assistance during bid development, including gathering background data, drafting sections of documents, and preparing paperwork prior to final sign-off by the Chief Executive.

Take ownership of bid development when multiple funding opportunities arise.

Help maintain effective communication pathways with existing and potential partner organisations ensuring information is shared promptly and accurately.

	Research, Data & Funding Support
	Support the Business Development Manager with preparing monitoring tools, reporting templates, and basic administrative processes.
Assist in the preparation of reports for funders by collating project information, data, and updates from internal teams.
Support the Business Development Manager and Chief Executive in tracking progress against funding targets.
Maintain up-to-date competitor and service-mapping information, ensuring records are accurate and accessible.






	Knowledge, Awareness & Representation
	Develop and maintain a good working knowledge of the Citizens Advice service to support the effective representation of our work.
Keep up to date with internal and external developments relevant to the Business Development function and wider organizational priorities.

	Training, Development & Organisational Responsibilities.
	Participate in relevant internal training and development opportunities, maintaining an up-to-date personal development record.
Promote and work within the aims, values, policies, and equal-opportunities principles of Citizens Advice.
Follow health and safety guidelines and contribute to a safe working environment for yourself and colleagues.
Undertake any other reasonable duties within the scope of the role to support the effective functioning of the Business Development Team.




Person specification

	Essential criteria

	1
	Good understanding of the business development cycle.

	2
	Strong interpersonal skills and the ability to work collaboratively with colleagues at all levels, both internally and externally.


	3
	Excellent organizational skills and time management skills, with the ability to respond positively to changing priorities.

	4
	A flexible, proactive and solution-focused approach to work.

	5
	Ability to work independently on delegated tasks while recognizing when to seek guidance or escalate issues.

	
6
	Effective written and verbal communication skills, with the ability to engage confidently with a range of stakeholders including funders, partners, internal staff and volunteers.

	7
	Ability to gather, understand and summarise information, including basic analysis of data or project information.

	8
	Ability to switch effectively between different tasks and topic areas in a fast-paced environment.

	9
	Proficient in Microsoft Office applications (Word, Excel,    PowerPoint, Outlook, SharePoint) and confident in learning other digital tools and systems as required.

	10
	Understanding of, and commitment to , the aims and principled of Citizens Advice, including equality, diversity, and inclusion.

	11
	Experience in bid writing and market engagement.

	Desirable criteria

	12
	Experience in a charity, advice service, or similar third-sector environment.

	13
	Business Development Professional Qualifications.




What we give our staff
· 20 days’ annual leave FTE (+ bank holidays)
· Workplace pension available
· Employee Assistance Programme
· Commitment to continued professional development
· Supportive and flexible employer
· An opportunity to work within a team that is friendly, forward thinking and passionate about helping our community
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