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JOB DESCRIPTION & PERSON SPECIFICATION 

Job Title Development Manager (Maternity Cover) 
 
The maternity cover role is from mid-April 2018 for 8 - 12 months. There is scope 

within this role to continue, should additional income be generated during the 

period.   

Organisation Family Friendly Working Scotland  
 

Report to Programme Director 
 

Our working culture We really care about what we do. We ask questions and seek to understand 
those we work with and for. We always think about what more we can do to help 
ideas become a reality. We look for opportunities, are imaginative and are not 
constrained by the status quo. We deliver on our commitments. We do not 
compromise on quality and will go the extra mile to make things great. Our 
approach is professional and we take what we do seriously, but we are open, 
human and like to have fun. We bring our whole selves to work. 
 

Location This role will be based at Robertson House, 152 Bath Street, Glasgow, G2 4TB. 
There is an option for some home-working. Some travel will be required within 
Scotland and occasionally to London.  
 

Key relationships Programme Director; Working Families Employer Services Team.  

Hours 

 
This role requires someone to work the equivalent of 3 - 3.5 days per week.  
 
Standard hours are 0900-1700 with one hour for lunch, however there is flexibility 
on start and finish times. Our ethos is based on productivity and a good work-life 
balance, therefore every situation is treated individually to assess if the 
organisation can support it.  
 
Due to the nature of the work, there is a requirement to work outside of normal 
hours from time to time (particularly when launching new activities and events) 
 

About the 
organisation 

Family Friendly Working Scotland exists to create and support culture change in 

Scotland that improves the lives of working families and builds economic 

success. 

We work with employers, government, families and others to promote a family 

friendly working culture. This is a way of working which enables employers to get 
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the best from employees and enables working families to have a good balance 

between work and family life. 

Spanning boundaries between private, public and third sectors, we offer practical 

support to employers and share best practice. We also raise awareness of the 

issues and benefits around work life balance and family friendly working. 

Acting as nucleus, Family Friendly Working Scotland promotes innovative and 

sustainable ways of working that are good for families and the Scottish economy. 

Family Friendly Working Scotland has four employees based in Scotland.  

Family Friendly Working Scotland is led by a Steering Group made up of four 

partner organisations: Working Families (which is Chair of the group), Fathers 

Network Scotland, Parenting across Scotland and The Scottish Government. Our 

core funder is The Scottish Government 

You will be employed by Working Families, the UK’s leading work-life 

organisation, based in Camberwell in London and employing 24 staff.  The 

Working Families CEO chairs the FFWS Steering Group. 

Working Families helps working parents and carers and their employers to find a 

better balance between responsibilities at home and work.   They provide a 

employment rights helpline for parents and carers, undertake ground-breaking 

research and work with employers and government on promoting and 

implementing good working practices. 

.  

Terms & Conditions Salary circa £32,000-34,000 pro-rata dependent on experience.  
 
Plus 5% employer pension contributions.  30 days leave per annum plus public 
holidays, pro-rated to hours worked.  In line with our campaigning for greater 
work-life balance for all, we have an internal philosophy which is supportive of 
parent, carer and personal needs and responsibilities outside work.  
 
 

Role Overview 

One half of our Programme Director job share partnership is taking a period of maternity leave. In her 
absence, we are looking to appoint a dynamic, independent and experienced Development Manager to 
join our small team at an exciting time in the progression of the organisation. The successful candidate will 
take responsibility for a number of key, strategic development projects, working independently and as part 
of a small team, to deliver these projects. 

The successful candidate be able to work at a fast pace, be creative, organised and solutions focused. He 
or she will manage a suite of projects with support from the Programme Director, and will ensure some 
additional administration, finance, event and communication requirements are met. In addition, there will 
be requirements and opportunities to secure funding to enhance the projects and to deliver on new 
projects. 

Key responsibilities of the role will include: 

 Project Management - leading on the successful delivery of three existing offerings for employers; 
Employer Awards; Happy to Talk Flexible Working recruitment tool for employers; a new Employer 
Membership offering. 

 A forward planning role in terms of looking for further funding/ income generation opportunities, 
dealing with funding partners  

 Providing design input into projects right through from feasibility to completion 
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 Assisting with events and communication 

 Budget management 

 Undertaking project appraisals and project monitoring 

 Partnership working with stakeholders, both internal and external 
 

Key Responsibilities  

 
Project Management  
 

 Lead on the successful delivery our annual Employer Awards; ensure that employer entry targets 
are met, deliver a successful marketing and application process, manage the judging panel, lead 
on employer communication, contribute towards the Awards sponsorship target, lead on the event 
co-ordination, help to ensure the awards grow year on year. 
 

 Growing the usage of our Happy to Talk Flexible Working recruitment tool for employers and 
meeting targets set by our Steering Group. 

 

 With support from the Programme Director, helping to sell the newly created membership offering 
to employers and leading on the management of all new employers to the membership.  Help to 
establish a clear system for managing and communicating with new members. Work closely with 
colleagues in the Working Families Employer Services team to ensure that the new membership 
scheme in Scotland adds value to and receives additional value from the wider UK membership 
programme.  
 

 Providing design input on any potential projects and project scoping through to project completion, 
working closing with the Programme Director 

 
Development 

 

 Work with the Programme Director to secure income to the organisation supporting both existing 
and new opportunities via sponsorship, income generation and fundraising.  
 

 Contribute ideas about the future development of projects and initiatives within the organisation. 
 

 Maintain accurate visibility and forecasting of budgets in conjunction with Programme Director and 
Finance Officer; be responsible for the monthly finance administration and oversee the monthly 
management accounts (delivered by the Working Families finance officer) for accuracy.  

 
 Events 
 

 Provide creative input to employer events- proposing employer speakers, offering suggestions on 
format and design, and potential employer hosts. Support the successful delivery of all employer 
events alongside the team. 

 

 On occasion, deputise for the Programme Director, attending and speaking at external events. 
 
Communications 
 

 When related to your key projects, write and distribute communications to employers, FFWS 

Champions and other stakeholders to create and maintain interest in the organisation and our 

products, events and services.   

 

 Support the successful delivery of National Work Life Week, where required. 

 

 When required, write or commission blogs or opinion pieces for the website.  
 

 Provide updates and reports as required to the Programme Director and Steering Group  
 

 Develop and sustain good working relationships with individuals and organisations 
 

 Ensure all verbal and written communications are aligned with organisational values 
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General  
 

 Deputise for Programme Director on occasion.  
 

 Ensure project plans and work schedules are kept up to date. 
 

 Ensure contact databases are streamlined and updated. Offer solutions to enhance existing 
systems as and when may be required.  

 

 Deal with any employer enquiries and refer employee employment rights enquires to the Working 
Families Legal Advice Line 

 

Person Specification Essential 

Experience 5+ years in development, project management, events or communications (or 
relevant field)   
 

Qualifications Degree level qualified in a relevant subject or equivalent work experience 
 

Knowledge, Skills, 
Attitudes and 
Abilities 
 

The following skills are essential: 

 Strong project management and organisation skills 

 Proven ability to manage diverse work streams and deliver on time to a 
high standard  

 Problem solving and organisational skills 

 Excellent verbal and written communication skills 

 Diplomatic with a high level of emotional intelligence, adept at working 
across all levels of an organisation 

 Team player who is willing to assist in performance of tasks in other 
areas of the business 

 Proven experience in working with senior executives/ stakeholders 
 
 

Other skills and abilities required are: 
 

 Able to demonstrate a strong commitment to the objectives and values of 
Family Friendly Working Scotland and of Working Families 

 Instigates and develops professional relationships based on mutual 

respect and trust 

 Places a priority on determining and exceeding customer / stakeholder 

expectations 

 Experience of raising/ generating income. 

 Develops proposals and plans to improve results / add value 

 Demonstrates a sense of personal ownership for outputs 

 Schedules activities to consistently meet deadlines and priorities, whilst 

allowing for contingencies, anticipating and removing potential obstacles 

 Practices self-development and supports others in their learning 

 Builds and develops relevant networks 



5 | P a g e  
 

 

APPLICATION REQUIREMENTS AND TIME SCALES: 

Applications require the following three pieces of information: 

1. Cover letter (maximum 2 pages) outlining why you would like the job. Specifically, this 

should include: how your experience relates to the position on offer and what you will be 

able to contribute to the organisation.  You should highlight your particular strengths and 

discuss why you are interested in working for the organisation.  Please refer to the job 

description and demonstrate how you can meet each of our personal specification criteria. 

2. CV 

3. Completed equality and monitoring form  

 

Closing date for applications: Monday 12 February, 5pm.  

Date of Interviews: Monday 19 February /Tuesday 20 February in Glasgow (please state if you have 

a preference) 

Anticipated start date:  Mid-April 2018  

All applications should be sent to: ffws@workingfamilies.org.uk with ‘Development Manager Job 

Application’ in the subject field.  

 Displays a creative mindset in identifying opportunities to add value and 

resolving problems 

 Ability to work without supervision.  
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