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64 Leman St, London E1 8EU

Tel. 020 7264 0510 Fax 020 7488 9213 

Email: recruitment @alcoholconcern.org.uk

JOB DESCRIPTION 

Business Development Manager

About Alcohol Concern

1.
Alcohol Concern is the national voluntary agency on alcohol misuse.  Set up in 1984, it is a registered charity and a company limited by guarantee.  Its principal aims are:

•
To reduce the incidence and costs of alcohol-related harm

•
To increase the range and the quality of services available to people with alcohol related problems.

2.
Alcohol Concern acts as the national umbrella body for local agencies tackling alcohol-related harm and offering help to their families and friends.  It plays a key role in promoting public awareness of alcohol issues.  It acts as the principal source of information on alcohol to the general public, to the media and to professionals in other fields of activity, including government, and is currently working on the promotion of a government national alcohol strategy. 

3. 
Alcohol Concern is governed by a Board of Trustees elected from its members.  It is supported and substantially funded by a grant from the Department of Health, although it also receives income from charitable grants, consultancy and training fees and contracts.  It is managed on a day-to-day basis by the Chief Executive, supported by a Director of Policy and Communications and the Director of Resources, who form the Senior Management Team, while three Team Managers oversee on-going work and some special projects. 

Background Information for this post

This post is central to the development and delivery of Alcohol Concern’s fast growing Business Development Unit (BDU). The Unit provides training and consultancy services to local councils and Primary Care Trusts (PCTs) through established freelance consultants and trainers. Our consultancy and training work also feeds into our policy development work.

As PCTs, Drug Action Teams, and Local Authorities increasingly focus on meeting local alcohol Public Service Agreement indicators and Local Area Agreement targets, Alcohol Concern has become a key provider of guidance, expertise and consultancy and training. With the Alcohol Concern Hubcapp project embedded in the Department of Health’s Alcohol Learning Centre, we are being signposted by CSIP and the National Support Teams as providers of both training and consultancy.

The Business Development Manager will manage the Business Development Unit, which consists of a co-ordinator who is responsible for liaising on contracts and co-ordinating ongoing work and three senior consultants who are available to assist with development, marketing ideas and feeding back the learning from projects into AC policy and campaigning work.

The post holder will act on their own initiative to bring in new business with the support of senior consultants. The post holder will analyse Alcohol Concern’s business opportunities, our unique selling point and current consultancy and training products, developing and expanding these to reach new markets. 

The postholder will act as the key Alcohol Concern contact in developing and handling external relations with previous and future clients, key companies, and local statutory organisations, identifying training and consultancy opportunities and turning these into contracts. 

The post holder will be a member of Alcohol Concern’s management team, reporting to the Chief Executive, and will also work closely with the Director of Policy and Communications, Director of Resources, Policy and Programmes Manager and Information Manager. 

Key Activities

Management of the Business Development Unit

1. Oversee the management of the BDU, developing, monitoring and reviewing strategy for income generation, generating surplus and controlling costs. 

2. Supervise and liaise closely with Alcohol Concern consultants and trainers to both ensure high quality and to liaise on our policy and campaigning work

3.  Manage the staff and budget of the Business Development Unit.

4. In conjunction with senior consultants, recruit, induct, supervise and support new consultants and trainers.

Tendering and Operations

5. Oversee the writing, preparation and quality assurance process for tenders, and receive and act on feedback from failed bids.

6. Oversee the development and operation of Alcohol Concern’s training programme and ongoing consultancy work, ensuring projects are completed to schedule and on budget.

7. Identify and develop new services and products, testing these and reviewing business opportunities for success. 

Marketing and research
8. Liaise with senior consultants and commissioners to identify, research and develop key markets for consultancy, training and other products within the voluntary, public, union and corporate sectors. 

9. Develop and implement a programme of marketing targeted at the above sectors, monitoring and reporting progress of the marketing and income generation plans.

10. Evaluate and reviewing the quality of consultancy and training delivery and leading on improvements.

External Liaison and Strategy

11. Establish, develop and maintain relationships with key corporate, voluntary, public and other partners in relation to income generation.

12. Identify other funding opportunities for Alcohol Concern, central or related to the organisation’s strategic objectives and preparing and writing funding bids. 

13. Establish links with key donors, in collaboration with the Chief Executive and the Director of Policy and Communications. 

Other 

The post holder will respond to new situations and demands as they arise and take up other duties as determined by the Chief Executive.

Person Specification

Essential Skills and Knowledge

· Sound knowledge of alcohol interventions, commissioning processes and local strategies, including the PSA and LAA framework

· Excellent understanding of alcohol training and consultancy delivery

· Experience of either tendering or procuring substance misuse or health & social care bids in the context of PCT and LA procurement

· Experience in project, staff and budget management 

· Experience of creating and managing marketing plans, including identifying and researching markets

· An ability to work with senior staff in PCTs and LAs to identify and capture opportunities for growth in existing projects and for establishing new projects

· Basic experience of Microsoft Office 2007, particularly Word, Outlook and Excel. 
· Strong written and verbal communications skills

Further Information

Hours of Work
1. Staff at Alcohol Concern work 35 hours per week.  These hours may be worked flexibly, though 'core hours' of 10.00am to 4.00pm must be worked.

Annual Holidays
2. The annual holiday entitlement is 25 days per year, plus public holidays.  In addition an extra day's holiday is given at Easter and at Christmas.  There is currently in place a management/staff agreement whereby an additional day's annual leave will be granted at Christmas, with staff taking one day from their annual leave entitlement in order that the office may close over the Christmas/New Year period.

Conditions of Service
3. The post will be on a fixed term contract basis for two years, with a salary of £38,000 pa. The salary will also include a bonus structure for a percentage of new profit made above 2007-8 baseline. This will be explained at interview. 

4. There is a contributory pension scheme (employee's contribution minimum of 3%; employer's contribution 10%).

Other Information
5. The post is based at Alcohol Concern's offices in Aldgate East, London E1.  

6. Alcohol Concern is committed to our Equal Opportunities Policy and we welcome applications from all sections of the community.
