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Job Description

Job Title:


Bid Manager     
Salary:



£34,000 per year.  
Hours:



37.5 Hours per Week 
Location: 


Hybrid: home working and attendance at events if necessary
ACCOUNTABILITY

 POPS’ Head of Operations 
PURPOSE OF THE POST

As Bid Manager, you will have primary responsible for writing and coordinating business development tendering activity, to pursue and secure commercial and grant funded contracts. You will generate income for the Charity, ensuring development opportunities are maximised, principally from Statutory (commissioned) funding, Trusts and Foundations. Initiating and developing a process to encourage philanthropic giving will also be required. You will be required to undertake research to support the agreed business development initiatives, working closely with POPS core team to enable delivery and growth of POPS’ service offer and achieve the aims of our income diversification strategy.
MAIN TASKS
· Research, write, co- ordinate and submit high quality bids to a wide variety of funders. 

· Independently manage end to end bid developments, including project management, stakeholder co-ordination, customer consultation, financial and commercial modelling, and service design. 
· Work closely with POPS’ core business team to co-produce and develop commercially competitive delivery models that represent quality service delivery and value for money.
· Contribute to the preparation of high-quality supplemental tender/proposal documentation, e.g. financial models, implementation plans, risk registers and best practice standards.
· Work to designated deadlines in accordance with agreed flexible working ethos.
· Identify and monitor policy developments and drivers and relevant sector changes to anticipate and inform future funding and bidding opportunities.
· Proactively engage, cultivate, and maintain purposeful contact with key agencies and partners to support business development.

· Build and maintain strong professional relationships with stakeholders, e,g, colleagues, users of service, partners and funders to ensure  bids and business cases have appropriate operational context, reflect current best practice 

· Develop and maintain a knowledge of the issues pertaining to those who access POPS’ services. Including an awareness of the impact of the imprisonment of a parent/caregiver and children, stigma, labelling and the robust safeguarding of children and public protection matters.

· Represent POPS at external forums, meeting, and events, as requested, including the delivery of presentations and meetings with commissioners and funders.

· Facilitate effective handover of new business to POPS’ operational colleagues.

· Operate in compliance with POPS’ policies and procedures, wider policies and legislation relevant to sector 
· Champion and promote diversity & inclusion within your work and the wider organisation. 

· To work outside of usual office hours if required 
· Undertake any other duties as requested by line manager.  


Person Specification
The following are the minimum essential criteria, which will be used to assess your application form. Please ensure that you cover the criteria in your answers, including all your experience both paid and unpaid. 

	CRITERIA
	DESCRIPTION
	VALUE

	QUALIFICATIONS


	 Appropriate Math’s and English question  

Qualifications relevant to the post.

	Essential 
Desirable 

	EXPERIENCE
	Experience of initiating, planning, and developing own areas of work.

Experience of developing and writing successful external funding bids, and funding applications
Experience of working to and meeting designated deadlines 
Experience of working collaboratively to develop proposals.
Knowledge of the regulatory framework for fundraising within the UK

Experience of working within the third sector  

Experience in business development and public sector procurement
Experience of working within the Criminal Justice Sector 


	Essential

Essential
Essential 
Essential
Essential

Desirable 

Desirable

Desirable

	SKILLS AND ABILITIES
	Excellent writing skills 
Ability to produce compelling and evidenced funding bids aligned to the requirements of the funder.
Excellent organisational skills 

Ability to deliver presentations.  
Able to work unsupervised as well as part of a team.
ICT literate, able to use full range of Microsoft Office.

Driving license and have access to a car.


	Essential
Essential

Essential

Essential

Essential

Essential 
Desirable 

	WORK RELATED CIRCUMSTANCES
	Availability to work flexibly to meet deadlines.
Undertake training and development activities to meet the requirements of the role. 
Knowledge and understanding of children and families with complex needs.

	Essential
Essential

Desirable 

	PERSONAL QUALITIES
	Excellent communication skills both verbal and written.
Able to prioritise workload effectively. 
Uphold POPS ethos and values 
	Essential

Essential 
Essential
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