CROYDON NEIGHBOURHOOD CARE ASSOCIATION (CNCA)
JOB DESCRIPTION

Title of Post


Development Manager 

Working Hours


35 hours per week that may include occasional work outside of 




normal working hours 
Reports to



Chair of Trustees
Responsible for


Line management of all staff
Salary



£29,000 pa
Summary Description

To assist the Board of Trustees with strategic development and 
Operational management of CNCA; with responsibilities for





the development, support and promotion of Neighbourhood Care 






in Croydon  

Support the Board of Trustees with the Strategic Development of CNCA
•
Support the Trustees in the maintenance of a vision for neighbourhood 
        Care in Croydon

•
Support the Trustees to promote and develop neighbourhood care in Croydon 

•
Play a key role in implementing new services for neighbourhood care in Croydon

•
Support the Trustees in maintaining key relationships – statutory, third 
        sector, funders, members, etc.

Duties in no order of preference 
Neighbourhood Care Development and Support

•  Develop and participate in appropriate networks to represent, promote and publicise 
            neighbourhood care throughout the borough 
· Directing and managing operational aspects of various projects and scope

· Performance management of Local Authority contractors, responsible for the monitoring and evaluation of their contracts

· Oversee the monitoring and evaluation of CNCA’s Preventive – Business Development contract with Croydon Council and the Carers’ Befriending Project
· Project manage work with Neighbourhood Care groups

· Develop proposals and budgets for new projects/ business
· Seek out new funding opportunities and organise appropriate applications/presentations 

· Develop and evaluate operational plans for own area of responsibility

· Represent, publicise and promote neighbourhood care in Croydon 
· Develop new neighbourhood care groups within the borough, if funding is available
· Provide appropriate support to existing and prospective member groups 
· Organise and facilitate meetings for member and other relevant groups 
· Ensure the development of Policies and Procedures to promote good practice in neighbourhood care
· Ensure distribution of relevant and up to date Policies and Procedures to neighbourhood care groups
· Maintain regular contact with all member groups 
· Ensure that matters relevant to neighbourhood care are passed on to member groups 
· Identify relevant training for member groups 
 General CNCA Duties involving staff
· With the staff team organise annual promotional events such as the A.G.M. and
        Christmas bags appeal.  
· Service meetings as required

·      Ensure that the team updates information relating to neighbourhood care groups.
·      Oversee tasks such as reception duty, opening and closing the office and  handling general enquiries
·      Be as self servicing as possible in relation to this job’s administrative duties.

·     On occasions work outside normal office hours

·      Maintain records, provide statistical data and write reports as required

·      Monitor and evaluate services as required 

·      Attend meetings and participate in training relevant to the post

·      Lead team meetings, annual appraisals and line management sessions

· Carry out other relevant tasks necessary within the scope of the post

This job description represents an outline of duties to be performed. It will be subject to regular review and may be altered to meet the changing needs of the organisation. This will involve  consultation with  the post  holder. 
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