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The Care Leavers’ Foundation

Development Worker        JOB DESCRIPTION

Location: 
Home based 

Function:
Administration, Marketing and Development, Fundraising
Experience:
Will preferably have some experience in health and social care or relevant voluntary sector, children and youth work, senior role/project management and be care experienced 
Hours:

40 hours a week, flexible. Full Time. Open to job share 

Contract Type:   Initially one year. It is hoped that this will become a permanent post 

Salary:

on application (depending on experience) 

Further information:
The successful applicant will be tenacious and solution-focused with good administration and excellent communication skills. This could be your opportunity to develop your career by demonstrating your ability to work creatively and  independently and to be part of moving this well established small charity into its next phase of development.  
You will provide essential support to the Trustees in the processing of grant applications as well as general administration support. This  will involve you in everything from data input and minute taking to independently following up checks and keeping up to date with current policy and practice covering a range of areas in order to assist Trustees to make informed decisions.  You will be responsible for providing up to date information for websites, assisting with the analysis of data for annual reports and supporting events.  You will be prepared to work accurately to a brief but also self-motivated and able to work independently, you must also demonstrate a flexible approach and that you are keen to support the team pro-actively and contribute your own ideas. 

You must be demonstrably confident in dealing with people at all levels and in any situation, conveying professionalism at all times. You will need good MS Office skills with evidence of the ability to prioritise and multi-task to achieve objectives to deadline. It is  important that you are self-motivated, resourceful, have a keen attention for detail and remain focused when working alone as a remote worker. You should also be confident to bring forward your own ideas and contribute to the development of the charity.
In return, we can offer you an opportunity to make a real difference to vulnerable lives and to develop this exciting new role.  We offer flexi-time working and a great deal of variety.
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The Care Leavers’ Foundation

Development Worker        PERSON SPECIFICATION
1. Strong preference will be given to someone who has care experience.

2. A good standard of education,  graduate preferred
3. Excellent interpersonal and communication skills. Good written and verbal presentation 

4. Determination, confidence, stickability, highly self-motivated

5. Must be a creative as well as a completer/finisher 

6. Good IT skills and able to use online and off line resources

Key tasks

1. Maintaining an up to date data base of applications in conjunction with admin support 
2. Researching grant/fundraising opportunities from major funds

3. Assisting with data analysis/compiling reports

4. Checking references and taking charge of all aspects of grant administration 

5. Keeping up to date on relevant policy and practice developments

6. Providing support and coordination for National Care Leavers’ Week Activities

7. Maintaining notes, and follow up actions from quarterly Ministerial meetings

Any other reasonable tasks as may be required 

The successful candidate will be required to undertake an enhanced CRB check

This post is a secondment from the sponsoring organisation. This is initially a one year contract with the potential to become a permanent post.
Further information:

To request an application form or discuss this post please contact:

Janet Rich

Trustee

The Care Leavers’ Foundation 

PO Box 202

Bala LL23 7ZB

Tel: 01678 540 598  Mobile: 07990 576 487

janet.rich@thecareleaversfoundation.org



