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Job Description
	[bookmark: _Hlk511043330]Job Title 
BUSINESS DEVELOPMENT & PROJECT ASSISTANT


	[bookmark: _Hlk511042508]

	Department
Business Development
	Team


	

	Reports to (Job Title)
Business Development 

	

	Responsible for (number of supervisees)
0
	Job Grade



	

	Location
Edinburgh House, Harding Road 
	Contract Type
Permanent
Full time




YMCA is a Christian organisation, committed to Equality and Diversity in the Work Place YMCA is committed to the safeguarding of children, young people and vulnerable adults.

Purpose of the Job

The Business Development & Project Assistant will work as part of the Business Development Team to identify and research funding opportunities, prepare and contribute to grant funding applications, and support the monitoring and reporting of funded projects. The role will help to maintain a strong pipeline of funding opportunities aligned to the organisation’s business plan and ensure the products and services we develop continue to improve the lives of children and young people.

The post holder will play an active role in the bid writing process — from researching eligibility and drafting responses through to maintaining records of submissions and supporting the reporting requirements of funders and commissioners. They will work closely with the Business Development Manager and operational colleagues to ensure bids are accurate, achievable, and aligned with organisational priorities.

The Business Development & Project Assistant will report to the Business Development Manager.


Key areas and responsibilities

Funding Research and Pipeline Management
1. Monitor funding websites, databases and alerts to maintain a healthy and ongoing pipeline of grant funding opportunities.
1. Undertake research into potential funding opportunities, checking organisational eligibility and presenting findings to the Business Development Manager for consideration.
1. Monitor and understand the organisation’s Business Plan to ensure all opportunities identified are aligned to organisational priorities and service areas.
1. Update and maintain the Bid Tracker document, recording the status of all opportunities including undecided, pending, submitted, successful, unsuccessful and those not pursued.
1. Produce and monitor funding lifecycles for current services, flagging upcoming renewal deadlines in sufficient time to allow for preparation of refunding applications.
1. Attend monthly Business Development meetings with the Business Development Manager and Operational Managers to understand service needs and identify appropriate funding streams.

Bid Writing and Submission
1. Contribute to the preparation and writing of funding applications, tailoring responses to meet the specific requirements of each funding body.
1. Undertake research into potential funding opportunities - checking the eligibility of the organisation to respond – and present these to the Business Development Team for consideration.
1. Draft high-quality written content for bid submissions, ensuring accuracy and that all information presented is an honest and fair representation of the organisation’s skills, capacity and experience.
1. Work with Operational Managers to gather and refine service delivery content ahead of final submission, ensuring it meets funder requirements and submission standards.
1. Support the management of the submissions process, including document preparation, formatting and timely submission in line with deadlines.
1. Seek feedback on submitted bids — successful or otherwise — and use this to inform and improve future submissions.
1. Prepare presentations in support of funding applications or funder meetings as required.
1. Update and maintain the ‘Bid Tracker’ document, outlining undecided opportunities, pending opportunities, opportunities awaiting a response, successful opportunities, unsuccessful opportunities and those chosen not to bid for.  
1. Participate in pre-application meetings with potential funders to discuss project proposals and respond to queries.

Monitoring and Reporting
1. Support the preparation of monitoring returns and impact reports for commissioners and funders.
1. Support the monitoring and reporting requirements associated with funded projects, ensuring returns are completed accurately and submitted on time.
1. Support with the submission of Project Marketing and Communication Requests where required.
1. Support the finance team and project to check project spend is on track.
1. Work with project leads and Operational Managers to gather performance data and evidence of impact required by funders.
1. Maintain accurate records of funded project outputs and outcomes to support ongoing funder reporting and organisational performance monitoring.
1. Assist in the development of Project Handovers when new funding is secured, ensuring project leads are fully briefed on funder monitoring and reporting obligations from the outset.
1. Ensure KPIs and targets as set by the Business Development Manager are tracked and met.
1. Support the Business Development Manager in contributing to the business development elements of the organisation’s business plan.

General Responsibilities
1. Actively promote equality and diversity in all aspects of your work, in line with the organisation’s commitment to equality in employment and service delivery.
1. Attend regular supervision and line management sessions and participate in performance appraisals.
1. Work within the aims, objectives, key values, anti-discriminatory framework, and all relevant organisational policies including the Protecting Young People Policy and Confidentiality Policy.
1. Participate in training and development opportunities as identified and agreed with your line manager.
1. Participate in regular staff team meetings.
1. Be fully conversant with safeguarding requirements and comply with current safeguarding legislation to protect each individual from harm.
1. Comply at all times with organisational policies relating to Safeguarding, Equality and Diversity, Professional Boundaries, and Health and Safety, and undertake training in these areas as required.
1. Undertake duties not included in this job description but commensurate with the grade of the post, as reasonably requested by the line manager.



Person Specification:	Business Development & Project Assistant 

	Attribute
	Essential
	Desirable
	How Identified

	[bookmark: _Hlk511043461]
	

	Experience
	· Experience of contributing to funding applications or bid writing.
· Experience of monitoring and reporting against funder requirements or performance targets.
· Experience of maintaining records, trackers or databases accurately.
· Understanding of the principles of equality and an ability to relate to all groups within local communities.
	· 
	· Application Form
· References
· Interview

	
	

	Knowledge
	· Understanding of the public, voluntary and community sectors and the funding landscape within which they operate.
· Knowledge of grant funding processes and funder requirements.
· Awareness of national and local priorities relevant to children, young people and communities.
· Understanding of the issues facing young people, families and their communities.
· Understanding of monitoring, evaluation and performance reporting in a funded project context.
	· Knowledge of Trust and Foundation fundraising.
· Familiarity with bespoke CRM or bid management software.
	· Application Form
· Interview
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	Skills/Personal Qualities
	· Strong written communication skills, with the ability to produce clear, accurate and persuasive content.
· Ability to research, analyse and present information in a structured and useful way.
· High degree of initiative, attention to detail and self-motivation.
· Ability to manage multiple tasks, meet deadlines and prioritise effectively.
· Ability to work collaboratively with colleagues across teams.
· Ability to communicate effectively with a range of audiences.
· Familiarity with Microsoft Office, including Word, Excel and databases.
	· Previous experience in a business development, fundraising or grant management role.
· Experience of writing successful funding bids.
· Experience of producing monitoring reports for funders.
· A track record of meeting performance targets or KPIs.
	· Application Form
· References
· Interview

	
	
	
	

	Other Requirements
	· Willing to work flexibly including occasional evenings and weekends.
· Committed to undertaking training and development as required.
	· Ability to travel across the area — full driving licence preferable but not essential.

	



Special Notes

This appointment is subject to: 
· DBS enhanced clearance 
· 2 references 
· The employee will be expected to undertake any appropriate training provided by the employer to assist them in carrying out their duties 


Signed…………………………………………………………..Date……………………..
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