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Association of Charitable Foundations
Candidate Information Pack
Network Development Manager 

Asylum, Refugee & Migration, and Housing & Homelessness Issues

Please find enclosed:
· Background Briefing 

· Job Description and Person Specification

· Application Form

· The Recruitment Process 
· Equal Opportunities Monitoring Form

For background information on ACF please go to www.acf.org.uk

Background Briefing

ACF
The Association of Charitable Foundations (ACF) is the membership organisation for independent charitable grant-making trusts and foundations in the United Kingdom. ACF’s membership of 330 organisations, collectively holds £25 billion in investments and assets; and gives over £1.7 billion every year to a diverse range of organisations and people: from community groups, charities and social enterprises to museums, hospitals and schools. ACF has supported trusts and foundations for 25 years; respecting and safeguarding their independence, and helping them to be effective in the multiple ways that they use their resources. One of the key ways in which ACF supports its members is providing opportunities for learning and discussion and the sharing of knowledge and best practice through a range of networks. 

A key element of ACF’s learning agenda is our Issue Based Networks (IBNs) that provide trusts and foundations with forums for in-depth discussion and information sharing on common areas of interest, and on the particular challenges affecting grant makers. In addition to these IBNs, ACF provides secretariat support to two other member-led networks – one that focuses on social justice, and a network for Finance Directors of large foundations.
The project

With grant funding from one of our members, ACF is currently exploring the potential of two of these Issue Based Networks - Housing & Homelessness (H & H) and Asylum, Refugee and Migration (ARM) - to deliver more opportunities for foundations to collaborate and learn. The Network Development Manager will enable charitable grant-makers whose work impacts on these two areas, to learn from each other, share knowledge, and explore opportunities to collaborate. Public spending cuts and increased pressure on limited foundation resources makes it more important than ever for foundations learn from their own work (and that of their peers) in order to make better funding decisions. The Network Development Manager will lead our work on this important project over the next two and half years.

Organisational context

Following consultation with our membership, a new Strategic Plan has set out an exciting and ambitious programme which is transforming ACF as an organisation. As we are delivering a step change in the level of support that we provide to our members, ACF is becoming increasingly strategic, influential and proactive – whilst maintaining the principle of mutuality in our relationship with members. Over the past two years we have grown our experienced staff team with the appointment of a Head of Communications, Head of Learning and Events, and a Head of Policy. The development of the H & H and ARM project is part of this new programme of work, exploring a new way of supporting our membership and is managed by the Head of Learning and Events. 

The role

The role offers the opportunity for someone to play a pivotal and progressive role at ACF and amongst the UK’s trusts and foundations. The challenges and opportunities are manifold, including:
· Working collaboratively and diplomatically to facilitate the sharing of ideas, knowledge and learning in the networks and more broadly with ACF’s members
· Maximising and supporting learning from these networks by using up-to-date information sharing tools, and documenting and sharing knowledge
· Being able to communicate exceptionally, both verbally and in writing
· Being a capable and sophisticated facilitator, able to stimulate and capture debate and ideas
· Building a relationship of mutual trust and respect with ACF’s members and other external organisations, and understanding how diplomatically and constructively to challenge and support ideas and change.

The person

The Network Development Manager will be able to build collaborative working relationships with a wide range of organisations and individuals. They will need to be an accomplished facilitator and be capable of being a thought leader and stimulator of ideas but this will need to be balanced with being practical and hands-on. A creative, resourceful self-starter and all rounder will flourish in this role. The post holder will also need to be diplomatic, supportive and constructive; and able to be gently persuasive and influential with a high level of tactfulness. 

This is an opportunity to have a visible impact at ACF and amongst foundations and trusts.  The Network Development Manager will need to be committed to and passionate about the role of trusts and foundations and of their unique position in civil society. They will need to be able to demonstrate some experience and understanding of social justice and rights generally and they will be able to demonstrate a passion for and a willingness to learn quickly about issues concerning housing and homelessness, and asylum, migration and refugees. 

Location

The post will be based at ACF’s office in Kings Cross, London.
Salary and hours
Salary: FTE £37,620; pro rata £30,096.
Hours: 28 hours spread over a minimum of 4 days a week.
Contract type

Permanent contract. The project is fully funding until the end of April 2017.
JOB DESCRIPTION 
NETWORK DEVELOPMENT MANAGER – Asylum, Refugee & Migration, 
and Housing & Homelessness Issues
Job Title:
Network Development Manager – Asylum, Refugee & Migration; and Housing & Homelessness Issues

Responsible to:

Head of Learning and Events

Purpose of the post:
To support and develop active and resilient peer learning networks of foundations working in the Asylum, Refugee & Migration (ARM), and Housing & Homelessness (H&H) fields: generating opportunities for funders to collaborate and be more effective in their ARM and H&H grant-making. 

This post is part-time, 28 hours per week, spread over a minimum of four days a week.

Developing and promoting the ARM and H&H Networks

1. Support and develop ACF’s ARM and H & H Issue Based Networks (IBNs) as vehicles for development, peer learning and collaboration. 

2. Ensure the agenda for each IBN is member-led as the project progresses.  

3. Promote the work of both IBNs and participation opportunities to all ACF members, through articles in our magazines, blogs on our websites and through engaging with potential IBN members to encourage them to join.

4. Identify new funders entering the ARM and H & H fields and encourage them to engage with the IBNs and with ACF.

Supporting learning and documenting knowledge

5. Convene regular meetings of both IBNs, contacting and briefing speakers and external participants as required and liaising with ACF’s Administrator (who is responsible for the practical administration of the meetings). 

6. Write and circulate: reports on discussions at IBN meetings; pre-meeting briefing papers; follow up reports; and any other materials that may be required.

7. Develop an online knowledge hub for ACF members on ARM and H & H issues, linking to key resources and information about the field.

8. Produce regular updates and news items for all ACF members on developments in the ARM and H & H fields, and their implications for the economic and social well-being of the most marginalised youth, adults and families, maintaining a flow of high quality information.

9. Create a safe space and culture in which IBN members feel comfortable challenging each other’s practice and being challenged, and ensuring that all voices have a place in the network.

10. Explore the possibility of using technology to offer alternatives to face to face meetings.

Facilitating collaboration and relationship building

11. Support IBN members working in smaller groups to develop sub-sectoral understanding, exploring the potential for collaboration and special initiatives, in order to achieve greater social impact (e.g. a working group on tackling an aspect of homelessness). 

12. Deepen relationships between IBN members by developing an understanding of their interests and priorities and facilitating the development of direct relationships between them on issues of interest.

13. Build and broker relationships with other relevant stakeholders in the field, including statutory and voluntary organisations, in order to develop a better understanding of developments and opportunities, acting as the contact point for those who want to engage in dialogue with the ARM and H & H funding community.

Evaluation

14. Support the external evaluators for the project, which will include: providing any administrative support required; administering an annual online survey for IBN members; being interviewed by the evaluators; and setting up interviews for mid-project reviews and the end of project report.

15. Respond to evaluation feedback, looking for ways to continuously improve the outcomes and impact of the project.

16. Prepare and present other monitoring and evaluation data as required by the project’s funders and by IBN members.

Supporting the work of ACF

17. Ensure that the principles of equality and valuing diversity underpin the execution of the responsibilities and tasks described above.
18. Have regard to environmental good practice in all areas of the work.
19. Undertake any other duties in support of ACF’s work as may reasonably be required.
PERSON SPECIFICATION 
NETWORK DEVELOPMENT MANAGER – Asylum, Refugee & Migration; 
and Housing & Homelessness Issues

	Knowledge, skills and experience


	Essential
	Desirable

	1. Experience of working in or with the voluntary and community sector.
	√
	

	2. Experience of developing projects and initiatives in a co-operative way.
	√
	

	3. Experience of communicating complex policy documents and/or agendas in a readily accessible way.
	√
	

	4. Excellent communication skills, both orally and in writing. Able to write interesting, accurate, informative meeting reports and briefing papers and compelling marketing material to promote the network and network meetings.
	√
	

	5. Good administrative and organisational skills. 
	√
	

	6. An understanding of how networks and groups function and experience of running events. 
	√
	

	7. Sound competence in the use of the office systems relevant to fulfilling the responsibilities of the post (i.e. Windows-based word processing, spreadsheet software, CRM database, website CMS, etc.)
	√
	

	8. Empathy for and commitment to ACF’s aims and core values
	√
	

	9. Good knowledge and understanding of the work and environment of charitable grant-making trusts and foundations
	
	√

	10. Some awareness  of the issues affecting the fields of housing and homelessness; and asylum-seekers, refugees and migration. 
	
	Highly desirable √


	11. Experience of organisational change and working in a small team
	
	√


	Personal qualities


	Essential
	Desirable

	1. Excellent interpersonal skills, able to deal in a helpful, friendly and professional way with people from different backgrounds and at varying levels of seniority.
	√
	

	2. A team player, able to work both independently and collaboratively in the role.
	√
	

	3. Enthusiastic and highly motivated, committed to continuous learning and improvement.
	√
	

	4. Able to work at the strategic level and also to pay attention to detail.
	√
	

	5. Well organised, with the ability to work well under pressure and meet deadlines.
	√
	

	6. A good relationship builder, able to develop the role and reach of the project and support ACF’s profile externally with ACF members and others.
	√
	

	7. Commitment to implementing equality and diversity policies, empathy for and commitment to ACF’s aims and core values, and assisting ACF in delivering its commitment to being a more environmentally responsible organisation. 
	√
	

	8. Highly developed sense of personal integrity.
	√
	


Association of Charitable Foundations

Application Form
NETWORK DEVELOPMENT MANAGER - Asylum, Refugee & Migration; 

and Housing & Homelessness Issues
Please complete this Application Form and Equal Opportunities Monitoring Form (delete the first seven pages of this document), and attach a CV outlining your career to date, plus any academic and professional qualifications. Please send your application, by 10am, on 12 February 2015, to acf@allysondavies-consultant.com
Full Name:

Address:
Mobile Phone:

Home Phone:

Email: 
How did you hear of this post:

Are you eligible to work in the UK? 

References
Please give details of two professional referees: your current or most recent, and a previous employer:
1. Name and professional relationship to you: 

Tel: 


Email: 


OK to approach Yes/No

2. Name and professional relationship to you: 

Tel: 


Email: 


OK to approach Yes/No

Please give details of your current income and benefits details:
Basic Annual Salary: 




Annual Leave:

Pension: Employer contribution: 


Employee contribution:

Any other benefits: 

Notice required:
    

On no more than two pages, please state:

1) Why you would like to be the Network Development Manager - Asylum, Refugee & Migration; and Housing & Homelessness Issues?
2) What three key areas of your experience and skills you can bring to this role?
(please draw upon the Person Specification to inform your answer)

DECLARATION

I declare that the information that I have provided on this form is true and accurate, and in particular that I have not omitted any fact which may have a bearing on my application.  I understand that any subsequent contract of employment with the ACF will be made on the basis of the information I have provided.  I understand that a false declaration, which results in my appointment to ACF, will render me liable to dismissal without notice. I also understand that submitting this form electronically is equivalent to a signed declaration. 

Signature ____________________________
Date _______________________________

The Recruitment Process

Timetable

	Deadline for applications
	Wednesday 12 February 2015 at 10am

	Screening Interviews
	16, 17, 18 February

	Panel interviews
	27 February

	Final Interview
	3 March

	Decision made & successful candidate notified
	4 March


To Apply

If you would like to apply for this role, please complete this Application Form and Equal Opportunities Monitoring Form plus attach a CV outlining your career to date, plus any academic and professional qualifications. 

Please send your application, by 10am, on 12 February 2015, to 
acf@allysondavies-consultant.com
Information

If you require any further information or you would like to discuss anything in more detail, please contact Allyson at the above contact details, or call 020 7828 3855 or 0796 855 6164.

Equal Opportunities Monitoring Form

Strictly confidential

In order to help us ensure that our equal opportunities policy is being carried out we would be grateful if you could complete all parts of this form. The information given will be kept strictly confidential and used only for monitoring purposes.  It will not be used as part of the selection process.

Job applied for:










Where did you see it advertised? 







1.  Gender:   







2.  Disability:
Do you consider you have any disability as defined under the Disability Discrimination Act 1995? A disabled person under the Act is anyone with “a physical or mental impairment which has a substantial and long term effect upon his/her ability to carry out normal day to day activities”.

  Yes
(



   No
(
      If you answered ‘Yes’ please describe the nature of your disability: 

If you are registered as disabled, please give your RD number below:
______________________________________

3.   Age: (please tick the appropriate box)

(
Under 25

(
25 – 34

(
35 – 44

(
45 – 54

(
Over 54

4.
Ethnic group:
Please choose ONE section from A to E and then tick the appropriate box to indicate your 
cultural background – [categories taken from 2001 census].

A
Asian or Asian British
· Indian

· Pakistani 

· Bangladeshi 

· Any other Asian background, please write in:

B
Black or Black British
(
Caribbean

· African

· Any other Black background, please write in:

C
Chinese or other ethnic group
· Chinese

· Any other, please write in:

D
Mixed

· White and Black Caribbean

· White and Black African

· White and Asian 

· Any other Mixed background, please write in:

E
White

· British

· Irish

· Any other White background, please write in:

Thank you for completing this form.
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