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Central Access and Business Development Manager

Job title:			Central Access and Business Development Manager
Responsible to: 	NDADA CEO 
Contract:			Permanent
Grade/Salary: 		£35,310 - £38,519 depending on experience
Pension: 			Workplace pension
Working hours: 	37 hours per week
Work location: 	North Devon Outreach Centre/Hybrid

Benefits:	25 days annual leave a year (pro rata), rising by 1 day a year until 5 years’ service – maximum 30 days plus bank holidays. 
North Devon Against Domestic Abuse is committed to equity and diversity and strongly encourages applicants with a disability, from ethnically diverse backgrounds and the LGBT community, as these groups are currently under-represented in our organisation. 

Job summary
The Central Access and Business Development Manager is a senior management role working alongside the CEO to strengthen NDADA’s central access, systems, business development and organisational support functions.
The role will have a particular focus on the Gateway, which supports access into NDADA and the Devon Domestic Abuse Alliance (DDAA). The postholder will help ensure that referrals are managed safely, consistently and efficiently, and that pathways into NDADA services, DDAA partner services and other relevant support are clear and well-coordinated.
A key part of the role will be improving systems and processes across the organisation, including the development and effective use of Halo as NDADA’s case management system. The postholder will help ensure that work is recorded accurately, data is meaningful, and information can be used to understand demand, evidence impact and support decision-making, reporting and service development.
The postholder will also oversee fundraising, volunteering, relevant administration and HQ facilities, ensuring these functions are organised, proportionate and support the wider needs of the charity.
The role will provide formal line management, supervision and support to relevant staff within the Central Access and Business Development function, including relevant Gateway, administration, fundraising and volunteering posts. The focus of this management responsibility will be on clear priorities, staff support, accountability, wellbeing, workload oversight and escalation, rather than holding all day-to-day operational coordination directly.
The role will also include participation in the refuge/accommodation on-call rota, paid separately in line with NDADA’s agreed arrangements.

Main duties and responsibilities
1. Gateway and access
·  Alongside the Senior Gateway Practitioner, provide management oversight of the Gateway function, ensuring clear, safe and consistent systems are in place for access into NDADA and DDAA services.
· Ensure referral pathways, recording, communication and escalation arrangements are clear, coordinated and understood by staff and partners.
· Monitor Gateway demand, capacity, risks and pressure points, working with colleagues and DDAA partners to reduce delay, duplication or confusion.

2. Systems, Halo and organisational improvement
· Lead on the ongoing development and effective use of Halo as NDADA/DDAA’s case management system.
· Support accurate and consistent recording across relevant teams, reducing duplication where better systems can be put in place.
· Use data, feedback and learning to identify demand, gaps, risks and areas for improvement.
· Support the CEO and wider team with information needed for reporting, funding bids, planning and service development.

3. Business development, fundraising and volunteering
· Work alongside the CEO to support funding opportunities, bid writing, new initiatives and service development.
· Provide line management and support to fundraising and volunteering staff, ensuring their work is aligned with NDADA’s priorities, service needs and future development.
· Support development activity that strengthens NDADA’s contribution to the DDAA where relevant.
4. People management and team support
· Provide formal line management, supervision and support to relevant Gateway, administration, fundraising and volunteering staff within the Central Access and Business Development function.
· Ensure staff have clear priorities, manageable workloads, appropriate support and clear routes for escalation.
· Hold regular 1:1s, supervision and annual appraisals in line with NDADA policy.
· Maintain oversight of staff wellbeing, performance and development, addressing concerns appropriately and escalating to the CEO where required.
· Ensure clear arrangements are in place for day-to-day coordination, decision-making and escalation within the Gateway function.
5. Facilities, administration and health and safety
· Oversee facilities and health and safety arrangements at NDADA’s North Devon Outreach Centre, ensuring practical issues are managed and escalated appropriately. 
· Ensure relevant administration processes support the smooth running of Gateway, facilities, fundraising, volunteering and wider organisational systems.
6. On-call duties
· Participate in the paid refuge/accommodation on-call rota, usually up to one weeknight per week and one weekend night/day per fortnight. (There is an additional payment for this function).
General duties
· Work in line with NDADA’s values, policies and procedures.
· Work in a way that supports NDADA’s role within the DDAA and promotes positive partnership working.
· Promote safe, trauma-informed and inclusive practice.
· Maintain confidentiality and comply with data protection requirements.
· Work collaboratively with colleagues, partners, funders, volunteers and stakeholders.
· Participate in supervision, training, meetings and organisational development.
· Support a positive, respectful and accountable working culture.
· Undertake other duties that are reasonable and proportionate to the purpose and seniority of the role.
This job description outlines the main responsibilities of the role. It is not intended to cover every task. The postholder may be asked to undertake other duties that are reasonable and proportionate to the purpose and seniority of the post. The role may be reviewed as the organisation and the DDAA develop.

	Area
	Essential
	Desirable

	Management
	Experience of managing or supervising staff, including supervision, workload oversight and support.
	Experience of managing staff across more than one function or area of work.

	Access and service coordination
	Experience of coordinating a busy service, referral pathway, access point or operational process.
	Experience of working in a Gateway, triage, duty or single point of access function.

	Systems improvement
	Ability to improve systems and processes so work is clearer, more consistent and more efficient.
	Experience of leading system or process change across a team or organisation.

	Case management systems, data and reporting
	Confident using case management systems, databases or similar systems to record, monitor and report information.
	Experience of improving data quality, reporting or case management systems.

	Safeguarding and risk
	Good understanding of safeguarding, confidentiality, risk and safe working practice.
	Experience in domestic abuse, safeguarding, housing, health, social care, criminal justice or charity services.

	Business development
	Ability to support new initiatives, service development and practical implementation of change.
	Experience of supporting funding bids, project development, commissioner reporting or funder reporting.

	Fundraising and volunteering
	Understanding of how fundraising and volunteering support charitable aims and service development.
	Experience of providing oversight or support to fundraising, volunteering or community engagement activity.

	Facilities and health and safety
	Understanding of the importance of safe, functional and well-organised working environments.
	Experience of premises, facilities or health and safety coordination.

	Communication and partnership working
	Strong communication skills and ability to work well with staff, partners and stakeholders.
	Experience of working with alliance partners, commissioners, funders or multi-agency groups.

	Solution-focused approach
	Ability to work in a calm, constructive and solution-focused way, recognising people’s concerns while supporting them to identify practical ways forward.
	Experience of helping staff or teams move through challenge, change or disagreement towards clear actions and solutions.

	Organisation and IT
	Strong organisational and IT skills, with the ability to manage competing priorities.
	Advanced Excel, reporting or database skills.

	Approach and partnership alignment
	Commitment to safe, trauma-informed, inclusive and anti-discriminatory practice, with an ability to work in a way that supports NDADA’s purpose and its role within the DDAA.
	Relevant training in domestic abuse, safeguarding, trauma-informed practice, partnership working, leadership or project management.

	Working arrangements
	Willingness to work from the Barnstaple office, travel to other NDADA sites as required and participate in the paid refuge/accommodation on-call rota.
	Driving licence and access to transport where required for site travel or on-call responsibilities.
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