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Bellshill & District Citizens Advice Bureau
Recruitment Pack

Business Development Officer (Part-Time)
1. Covering Letter

2. Background Information
3. Job Description & Person Specification
4. Application form

5. Equal Opportunities Monitoring Form
6. Privacy Notice

Date: 25 September 2024
Dear Applicant

Post of Business Development Officer (Part-Time)
Thank you for your enquiry about the above post.

You will find enclosed an application form together with an equal opportunities monitoring form.  There is also some background information about the bureau, and our privacy notice.
In determining which applicants will be interviewed the Interview Panel will have regard to applicants who best fit the person specification, so it is important that you use this as a guide when completing the application form.

In the interest of public safety, the successful applicant for this post may be asked to disclose criminal history information under the Disclosure Scotland Scheme.

We regret that we are unable to acknowledge receipt of completed application forms.
We look forward to receiving your application by the closing date of 4pm on Friday 29 November 2024 and we would ask that you provide a telephone number where we can contact you day and/or evening.

Yours sincerely

Stephen Rees
Manager

Bellshill & District Citizens Advice Bureau
Background Information
Bellshill & District CAB was formed in 1971 and became a Scottish Charitable Incorporated Organisation in 2012.  It is a member of the nationally recognised brand of Citizens Advice Bureau (CAB) and has continued to develop in response to the needs of the residents of Bellshill, Mossend, Viewpark and surrounding areas.  The organisation is a member of the umbrella body Citizens Advice Scotland that provides guidance and support to all Citizens Advice Bureau in Scotland (CAS).  The twin aims of the service are: 

· To provide the advice people need for the problems they face

· To improve the policies and practices that affect people’s lives.

Bellshill & District CAB is well placed to recognise trends and identify particular needs and lack of services for specific groups. 

The bureau provides a free, confidential, independent and impartial service for community residents on a wide range of issues including:

· Debt and money

· Welfare Rights

· Consumer issues

· Immigration 

· Employment and workforce problems 

· Housing

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

Bellshill & District CAB is a trusted and well-respected organisation. It enjoys high levels of client satisfaction, and the excellence of its training programme is widely recognised. Its volunteer workforce and paid staff are fully committed and strive, with limited resources, to provide the advice sought by thousands of clients each year.

Bellshill & District Citizens Advice Bureau is recognised as a Charity with Office of the Scottish Charity Regulator, is a Scottish Charitable Incorporated Organisation (SC015081)) and is authorised and regulated with Financial Conduct Authority (FRN: 617428). Bellshill & District Citizens Advice Bureau has a complaint handling procedure. You can request a copy of the complaints leaflet to be emailed or posted to you.

Bellshill & District CITIZENS ADVICE BUREAU
BUSINESS DEVELOPMENT OFFICER (PART-TIME): JOB DESCRIPTION

Employer:
Bellshill & District Citizens Advice Bureau  
Job Title:
 Business Development Officer (Part-Time)


Responsible to:  Bureau Manager 

Location:  Bellshill 

Hours per week: 17.5 (0.5fte)

Salary:  £30,000 - £35,000 (pro rata) plus 6% pension  

Summary of Main Responsibilities:

This new role will provide vital support to Bellshill & District CAB by delivering business development activities to ensure a sustainable future for Bellshill & District CAB as the preferred advice provider in Bellshill & District. This includes, but is not limited to, being the driving force behind generating new funding agreements, while maintaining the investment loyalty of present funders. 
Key elements of the role include:
· Working with the Manager scoping and developing. projects and partnerships that will meet the needs of clients and encourage funders to donate. 

· Building, developing and stewarding relationships with funders and stakeholders in the local community. 

· Working with the Manager to identify and action opportunities to diversify our income streams. 

· To support the Manager in the external marketing and promotion of Bellshill & District CAB.  

Main Responsibilities:  

· Identify additional income streams including new grants, funds, donations. 
· To deliver a fundraising programme to increase CAB income and reach targets.
· To effectively manage a trust pipeline - continuously researching and identifying new opportunities for funding. 
· To develop and prepare well written and persuasive applications for core and project funding to private charitable trusts, corporate foundations and lotteries.
· Working with the Manager to fulfil all grant monitoring requirements from funders as appropriate. 
· To maintain the organisations brand and work with the Manager to carry out external marketing and maintain relationships with stakeholders related to income.  

· Regularly check progress and performance against agreed funding contracts. 

· Collect, 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.  
· To ensure compliance with any relevant Institute of Fundraising Codes of Practice
· Work with the Manager to ensure compliance with all accounting procedures for the recording of income, current legislation and work within Bellshill & District CAB policies and Principles.  
· Report regularly on business development activity reporting on variance and changes as required.  
General 
· To maintain and develop good working relationships to ensure that funding requirements can be discussed, agreed and actioned.
· Contribution to strategic development of the service. 
· To undertake other duties from time to time as directed by the Manager.

· To comply fully with Bellshill & District CAB Policies and Procedures.

· To participate in the Bellshill & District CAB appraisal and support & development process.

· To attend training sessions and other activities as required.

To ensure that: 
· The Fundraising Strategy targets are reached or exceed targets year on year.

· All funders and stakeholders have a positive experience of working with Bellshill & District CAB 

· A working trusts pipeline is developed and maintained. 

Person Specification  
	
	COMPETENCIES  

	
	ESSENTIAL 
	DESIRABLE 


	QUALIFICATIONS
	· A good understanding of funding projects within the charity sector
	· Qualified member of the Institute of Fundraising (Certificate or Diploma) or working towards


	EXPERIENCE


	· Experience in trust/foundations or lottery fundraising and working knowledge of online trust fundraising research.
· Track record of applying for funding applications of over £20K from trusts, foundations or lotteries
· A knowledge of strategy development and its effective implementation, particularly within the Third Sector.
· Understanding of the financial pressures facing Third Sector agencies


	· Experience of building and maintaining stakeholder relationships in relation to business development activities  


	SKILLS AND

ATTRIBUTES


	· Ability to work to tight multiple deadlines 

· Good interpersonal skills, including the ability to create, maintain and develop working relationships 

· Attention to detail

· Well-developed written and verbal communication skills 

· Ability to interpret a project and create a persuasive application
· Good personal organisation skills

· Good time management skills

· Self-motivated


	· Knowledge of regulations related to trust/ foundations or lottery fundraising e.g. data protection, tax etc.


	VALUES 
	· Able to communicate passionately written and orally about the work of the Citizens Advice Service  

· Team player

· Commitment to the ethos of the charity sector

· Commitment to the Aims and Principles of the Citizens Advice Bureau  


	



APPLICATION FOR EMPLOYMENT

Bellshill & District Citizens Advice Bureau

6 Hamilton Road
Bellshilll

ML4 1AQ
Telephone: 01698 746706
Email: stephen.rees@bellshillcab.casonline.org.uk
Please complete this form in black ink or type to enable clear photocopying. 
Bellshill & District Citizens Advice Bureau wishes to ensure that comparison between applicants for posts is thorough and in line with it Equal Opportunities Policy. It is, therefore, essential that you complete this application form fully as it will be used to assess whether you will be shortlisted for interview.  Please do not enclose curriculum vitae.

1.
Position Applied for

2.
Surname





First Names

3.
Address






4.
Telephone Number

5.
How much notice, if applicable, are you required to give?

6.
Shortlisted applicants will be invited to attend interview 
Please supply contact number and /or an e-mail address


7.
Do you hold a clean current driving licence?

Yes

No 



8.
Please state where you saw the advert for this post

If you require access assistance please phone (01698) 259305


9.
Are you entitled to work in the United Kingdom?
Yes

No


10.
Disclosure Scotland
You may be required to complete a Disclosure Scotland check, on which you will be asked to disclose any criminal offences of which you have been convicted. 

11.
Work Experience 

We want to know about your work experience, paid or unpaid.  Please include your current /previous employment, voluntary work, or community activities, and time spent caring for dependants, etc, if appropriate.  Say why you left.

	Dates
	Names of Employer(s)/Organisations
	Main Tasks Undertaken 
	Why did you leave?

	
	
	
	


12.
Education and Training 

Please list any education and/or training (including short courses) that you have undertaken

	Dates
	Education/Courses/Training
	Qualifications

	
	
	


13.
Additional Information

In this section we would like you to give your reasons for applying for this post.  Bearing in mind the job description and person specification, please indicate what experience, skills and interests you would bring to this job.  (Please continue on an additional sheet if you wish)

15.
References
Bellshill & District Citizens Advice Bureau requires to receive positive references prior to confirming appointment of the successful candidate.  The post involves working with young people and vulnerable adults.

Please give below the names and addresses of two referees who can comment on your suitability for the post.  If you have been employed, one should be from your present or most recent employer.
Name











Relationship










Position held










Address










Telephone No










Name











Relationship










Position held










Address










Telephone No










· References will only be taken up where the bureau intends to make an offer of employment

I declare the information given on this form is correct to the best of my knowledge.

Signature …………………………………………
Date ……………………………………

Closing Date for application:



4pm Friday 29 November 2024
Please return this form marked “Confidential” to: -
Manager

Bellshill & Dist. Citizens Advice Bureau









6 Hamilton Road








BELLSHILL








ML4 1AQ
Can be emailed to manager@bellshillcab.casonline.org.uk
YOU ARE REQUESTED TO BRING TO INTERVIEW PROOF OF IDENTIFICATION AND ALL RELEVANT EDUCATION/VOCATIONAL CERTIFICATES YOU HAVE REFERRED TO IN THIS APPLICATION
.
EQUAL OPPORTUNITIES – RECRUITMENT MONITORING FORM
The CAB is striving to ensure equality of opportunity in its volunteering and employment policies and therefore we have decided to monitor our recruitment practices.  This will help us identify areas of under representation in our workforce and to assess those areas where positive action is needed.  In order that we can monitor each stage of the recruitment process, you will be asked to complete this form on application. 

Your co-operation in completing this form would be greatly appreciated.  We must stress that any information you give will be strictly confidential.  You are not obliged to answer the questions but you will appreciate that, for our monitoring policy to be wholly effective, we would hope to have 100% response. 

If you do not wish to answer any question(s), this will not affect your application in any way.  There follows an explanation of some of the sections where appropriate.  Thank you for your time and co-operation in completing our form.  

We wish to give you the following assurances
· The information provided will not form the basis of any part of selection

· All information will be regarded as confidential

· This information will only be used for statistical purposes to monitor the composition of the service.

1.
ETHNIC ORIGIN

We appreciate that some people, including those of mixed race, may not be happy with classification used on monitoring forms.  The classifications we have used are those used by the General Register for Scotland – census forms.  If you wish to classify yourself in some other way, please use the additional space provided to do so.

I would describe my ethnic origin as (in your own words or if you prefer tick one of the following): 

	White Scottish
	
	Indian
	
	Chinese
	

	Other White British
	
	Pakistani
	
	Caribbean
	

	Irish 
	
	Bangladeshi
	
	African 
	

	Any other white background
	
	Any other Asian background  
	
	Any other Black background 
	


Other ethnic background (please specify)……………………………….

2.
GENDER

	I am (please tick):
	Male
	
	Female
	
	Transgender 
	


3.
AGE

	25 and under
	
	55 and over
	

	26 - 34
	
	Declined to answer
	

	35 - 54
	
	
	


Continued overleaf

4.
DISABILITY

We understand that many employees do not declare disability or caring responsibilities because of possible discrimination against them by employers in the selection process and many people do not register as disabled for the same reason.   We would like to know how many people we attract to the service so that we can monitor the effectiveness of our policies towards disabled people and their carers.

	Disability*
	Yes 
	
	No
	


	Registered disabled*
	Yes 
	
	No
	


	Would you require special adaptations/equipment 
	 Yes 
	
	No
	


	Carer of someone with a disability 
	 Yes
	
	No
	


Please specify__________________________________________________

*If you answer in the affirmative to any of the above questions and are short-listed for interview, please contact the CAB to ensure that interview arrangements are to your satisfaction.

5.
SEXUAL ORIENTATION

We appreciate that some people may find the question on sexual orientation to be an extremely personal one and we must therefore re-iterate that you are under no obligation to answer it.

I would describe myself as (please tick): 

	Heterosexual
	
	Lesbian
	
	Gay
	
	Bisexual
	
	Transgender


6.
MEDIA RESPONSE

Where did you see this post advertised or how did you find out about it?

	


7.
COMMENTS

Do you have any comments about our monitoring form?

	


PRIVACY NOTICE FOR JOB APPLICANTS

Bellshill & District CAB is aware of its obligations under the General Data Protection Regulation (GDPR) 
and is committed to processing your data securely and transparently. This privacy notice sets out,
in line with GDPR, the types of data that we collect and hold on you as a job applicant. It also sets out 
how we use that information, how long we keep it for and other relevant information about your data.

It is important that you read this notice so that you are aware of how and why we are using your data.

This notice does not form part of any contract of employment or other contract to provide services. 
We may update this notice at any time.

Data Controller Details
Bellshill & District Citizens Advice Bureau is a data controller, meaning that it determines the processes 
to be used when using your personal data. 
Our contact details are as follows: 6 Hamilton Road, Bellshill, ML4 1AQ
Data Protection Principles

In relation to your personal data, we will:

· process it fairly, lawfully and in a clear, transparent way

· collect your data only for reasons that we find proper for the course of your employment 
· only use it in the way that we have told you about

· ensure it is correct and up to date

· keep your data for only as long as we need it 

· process it in a way that ensures it will not be used for anything you are not aware of 

· process it in a way that ensures it will not be used for anything you have not consented to 

· process it in a way that ensures it will not be lost or accidentally destroyed 

Types of Data We Process

Personal data, or personal information, means any information about an individual from which 
that person can be identified. It does not include data where the identity has been 
removed (anonymous data).
As a job applicant, Bellshill & District CAB will hold many types of data about you, including: 

· your personal details including your name, title, address, personal email address, phone numbers

· whether or not you have a disability

· information included on your CV including employment and education history

· details of your referees 

· documentation relating to your right to work in the UK 

How We Collect Your Data

We collect data about you in a variety of ways, this will include the information you would normally 
provide in a CV or a job application form or cover letter, or notes made by our recruiting officers 
during a recruitment interview. Further information will be collected directly from you when you 
complete forms at the start of your employment, for example, your bank and emergency contact details. 
Other details may be collected directly from you in the form of official documentation such as your 
passport or other right to work evidence. 

In some cases, we will collect data about you from third parties, such as employment agencies or from 
former employers when gathering references. 

Personal data is kept within the Bellshill & District CAB HR and IT systems.

Why We Process Your Data

The law on data protection allows us to process your data for certain reasons only:

· in order to perform the employment contract that we are party to

· in order to carry out legally required duties

· in order for us to carry out our legitimate interests

· to protect your interests and 

· where something is done in the public interest.

All of the processing carried out by us falls into one of the permitted reasons. Generally, we will rely on 
the first three reasons set out above to process your data. 

We need to collect your personal data to ensure we are complying with legal requirements such as:

· carrying out checks in relation to your right to work in the UK 

· making reasonable adjustments for disabled employees

We also collect data so that we can carry out activities which are in the legitimate interests of 
Bellshill & District CAB. We have set these out below:

· making decisions about who to offer employment to

· making decisions about salary and other benefits

· assessing training needs

· dealing with legal claims made against us

If you are unsuccessful in obtaining employment, we may seek your consent to retain your data 
in case the outcome of the recruitment process changes or other suitable job vacancies arise 
at Bellshill & District CAB for which we think you may wish to apply. You are free to withhold 
your consent to this and there will be no consequences for withholding consent.

Special Categories of Data

There are "special categories" of more sensitive personal data which require a higher level of 
protection.  Special categories of data are data relating to your: 

· information about your health, including any medical conditions

· information about your sex life or sexual orientation

· information about your race, ethnicity, religious beliefs or political opinions

· trade union membership 

· genetic and biometric data

We must process special categories of data in accordance with more stringent guidelines. 
Most commonly, we will process special categories of data when the following applies:

· you have given explicit consent to the processing 

· we must process the data in order to carry out our legal obligations 

· we must process data for reasons of substantial public interest

· you have already made the data public. 

We do not need your consent if we use special categories of personal data in order to carry out our l
egal obligations or exercise specific rights under employment law. However, we may ask for your consent 
to allow us to process certain particularly sensitive data. If this occurs, you will be made fully aware of the reasons for the processing. As with all cases of seeking consent from you, you will have full control over 
your decision to give or withhold consent and there will be no consequences where consent is withheld. Consent, once given, may be withdrawn at any time. There will be no consequences where consent is withdrawn.
Criminal Convictions Data

For certain roles we may also require a Disclosure check or a Protection of Vulnerable Groups (PVG) 
Certificate.
We may also ask for further information on criminal convictions during the course of your employment 
should this be deemed necessary. 

We rely on the lawful basis of carrying out our legitimate interests to process this data.

If You Do Not Provide Your Data to Us

One of the reasons for processing your data is to allow us to carry out an effective recruitment process. 
Whilst you are under no obligation to provide us with your data, if you do not provide it we may not able to process your application. 

Sharing Your Data

Your data will be shared with colleagues within Bellshill & District CAB where it is necessary for them to undertake their duties with regard to recruitment. This includes, for example, the hiring manager, any other individuals who are involved in screening your application and interviewing you. 

Your data will be shared with third parties if you are successful in your job application. In these 
circumstances, we will share your data in order to obtain references as part of the recruitment process,  
to process your pay via our outsourced payroll company, to administer/set up your pension.
We do not share your data with bodies outside of the European Economic Area.

Protecting Your Data

We are aware of the requirement to ensure your data is protected against accidental loss or disclosure, destruction and abuse and we have implemented processes to guard against such instances occurring. 

Where we share your data with third parties, we ensure that they are GDPR compliant and that they 
implement appropriate technical and organisational measures to ensure the security of your data.

How Long We Keep Your Data For

In line with data protection principles, we only keep your data for as long as we need it for and this will 
depend on whether or not you are successful in obtaining employment with us.

If your application is not successful, we will keep your data for six months after the recruitment exercise 
ends.  This is so we can provide you with feedback on your application, or deal with any legal claims made against us.  At the end of this period, we will delete or destroy your data.

If your application is successful, your data will be kept and transferred to the systems we administer for employees. We have a separate privacy notice for employees, which will be provided to you.
Your Rights In Relation To Your Data

The law on data protection gives you certain rights in relation to the data we hold on you. These are:

· the right to be informed. This means that we must tell you how we use your data, and this is the purpose of this privacy notice

· the right of access. You have the right to access the data that we hold on you. To do so, you should make a subject access request

· the right for any inaccuracies to be corrected. If any data that we hold about you is incomplete or inaccurate, you are able to require us to correct it 

· the right to have information deleted. If you would like us to stop processing your data, you have the right to ask us to delete it from our systems where you believe there is no reason for us to continue processing it

· the right to restrict the processing of the data. E.g, if you believe the data we hold is incorrect, we will stop processing the data (whilst still holding it) until we have ensured that the data is correct 

· the right to portability. You may transfer the data that we hold on you for your own purposes

· the right to object to the inclusion of any information. You have the right to object to the way we use your data where we are using it for our legitimate interests
· the right to regulate any automated decision-making and profiling of personal data. You have a       right not to be subject to automated decision making in way that adversely affects your legal rights
Where you have provided consent to our use of your data, you also have the unrestricted right to withdraw 
that consent at any time. Withdrawing your consent means that we will stop processing the data that you 
had previously given us consent to use. There will be no consequences for withdrawing your consent. 
However, in some cases, we may continue to use the data where so permitted by having a legitimate reason for doing so.

If you wish to exercise any of the rights explained above, please contact the manager, 
Bellshill CAB 6 Hamilton Road, Bellshill, ML4 1EQ.
Making A Complaint

The supervisory authority in the UK for data protection matters is the Information Commissioner (ICO). 
If you think your data protection rights have been breached in any way by us, you are able to make a complaint to the ICO.

Strictly Private and Confidential 





























Please note, if you are called to an interview you will be asked to produce supporting evidence.
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