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Job Description

Job Title:
Development Officer
Responsible to:
Development Manager 
Location:
Office in Newtownabbey (travel across the North East area to include Ballymena, Antrim, Carrickfergus, Newtownabbey, Ballymoney and Magherafelt) 
Working hours:
Monday to Thursday or Tuesday to Friday 8.30am–3.30pm (25 hours per week)
Salary:
c £18K pro rata
Main Duties and Responsibilities

The Development Officer will facilitate the high quality delivery of enterprise programmes to a targeted number of young people aged 4 - 25, which will involve maintaining and developing excellent relationships with key stakeholders in the North East area.
Main duties will include:

· Maintenance and development of excellent relationships with local schools (primary and post-primary), local business, and volunteers.
· To enlist schools to achieve set targets as set out in the strategic plan and operational plans for the organisation and recruit, match and support volunteers from business to ensure successful delivery of the Primary and Post-Primary Programme suite.
· Ensure the high quality delivery of Young Enterprise programmes through the implementing and monitoring of quality control measures for all programmes and assist in any evaluation procedures including plan and review meetings with schools.
· Ensuring that the Young Enterprise communications process is adhered to ensure consistency of the Young Enterprise experience across Northern Ireland.
· Provision of support and training to business volunteers and strengthening their relationships with target schools.
· Deliver Young Enterprise programmes.
· Implementation of PR opportunities to promote the positive brand of Young Enterprise Northern Ireland with the volunteer, school and other stakeholders.
· Co-ordinate and manage area events and assist in the implementation of events across Northern Ireland.
· The securing of affiliation fee income from participating schools.
· Maintain accurate records on dedicated database systems of activity within your area.
· Compile accurate and well-structured reports to the Leadership Team when required and submit on a timely basis.
· Any other duties as required to facilitate the overall needs of the organisation.
· To comply with organisation’s Equal Opportunity Policy.
Note
This job description is an outline of the key tasks and responsibility of the role and the post holder may be required to undertake additional duties appropriate to their level. The post may change over time to reflect the developing needs of the organisation, as well as the personal development needs of the post holder. 

This role will require working in an office, at times alone and will require some basic general office management.
