
 
Job Title: Member Development Officer 

Location: YBF Offices – East Barnet 

Salary: Up to £27,000 pa pro rata  

Responsible to: Sector Development Manager 

Hours: 35 hrs per week (plus statutory breaks) – initial 12 month contract, continuation subject to future funding. 

Occasional evening or weekend work may be required. Actual working hours and days are to be agreed on 

confirmation of the post. 

 

We would welcome applications from those who are looking for part time working and are interested in job 

sharing.   

Start date: Early September 2021 Application Closing Date: Monday 16th August 2021 
 

 
 
 

BACKGROUND TO THE YOUNG BARNET FOUNDATION. 
Young Barnet Foundation (YBF) is made up of a diverse membership of over 170 charities, community organisations and 
social enterprises that deliver positive, enriching and wellbeing activities to children and young people across the borough 
of Barnet. Our vision is for young people to grow up healthy, safe, and happy with the best opportunities to secure 
brighter futures.  

   
Our small team works collaboratively, tactically, and strategically to support and build capacity within and beyond our 
membership, under the ethos of Generous Leadership: -  

• we support members with advice, information and sharing best practice, offer networking 
opportunities, assistance with fundraising and foster partnership building.   

• we work with local authority and strategic partners to encourage sharing of intelligence, ideas, and 
resources.  

• We are also proud partners of Barnet Together.  

 

 

PURPOSE OF THE ROLE: 

 
Working as part of the Member Development Team you will be working closely with the Sector Development Manager 

and other staff members to help support and develop the membership.  

  

Responsible for delivering parts of the core member offer this role is also to identify development opportunities for 

the membership and bring the solutions to the membership. 

 

Young Barnet Foundation have identified a number of digital tools that will assist the membership and as part of the 

team you will be expected to promote and develop the use of these by the members.   

To devise, develop and implement strategies to achieve sustainable, long-term contract-winning and other income 

generation for the children and young people sector in Barnet. 

 
 

http://www.barnettogether.co.uk/


 
Key Duties and Responsibilities 

 
1. Meet and work with members to develop their offer, broker relationships with fellow member organisations 

and scope. 
 

2. Onboard new members into the membership 
 
3. Keep records of members, visits and opportunities on the organisational CRM System up to date. 

 
4.  Arrange and Manage Network Meetings including Locality Meetings and CEO Supper Club.  

 
5. Work with the team to identify bidding opportunities for individual and partnership bids. 

 

• Work with members to identify and broker partnership opportunities. It may be necessary to explore 
different models eg partnership/subcontracting or with YBF as lead contractor or strategic lead. 

 

• Work with members to scope out their delivery areas and assess their experience and capacity with 
a view to their ‘fit’ for the Partnership model – eg full partner, associate partner (supply chain). 

• Manage the preparation, writing and submission of tenders in collaboration with members and other 
YBF Staff.  Ensuring bids meet requirements of commissioners. 

 
6. Support individual organisations, to create effective partnerships. Areas of development could include due 

diligence, quality assurance & capacity building, systems for finance and monitoring and peer support by large 
organisations for smaller organisations. 

 
7. Promote awareness of Young Barnet Foundation to local voluntary and community organisations, highlighting 

the benefit of membership in relation to partnership working and contributing to the recruitment of 
members, including providing development support to those yet to meet entry criteria. 

 
8. Promote awareness of YBF to service commissioners, and other key decision makers and potential funders. 

 
9. Promote a positive view of partnership working amongst commissioners etc., encouraging them to adopt 

policies and procedures which are inclusive and accepting of a local partnership working. 

 
10. Develop and implement a strategy to maximise the number of funding opportunities for partnership bids. 

 
11. Develop and manage effective, robust working relationships with key agencies from the public, private and 

voluntary sectors. 
 

12. Take responsibility for the management and monitoring of contracts. 

 
13. Organise, oversee and conduct partnership events in relation to partnership building and bidding, working as 

part of team. 
 

Partnership Model Awareness 

 

• Work in partnership with the Barnet Together models to ensure the most effective use of resource to benefit 

the local sector and the membership.  

General 
 

• Keep records of members, visits and opportunities on the organisational CRM System up to date. 

• The post holder should think and act, with the understanding of the YBF ‘member offer’. This includes 

maintaining good communications, and ensuring collaborative working with the CEO, Sector Development 

Manager, other Member Development Officers, Operational Manager and others within the YBF Team 

 



Candidate Profile:  

 

Essential 

• Educated to degree level (desirable) or equivalent &/or or be able to demonstrate suitable experience in the 

sector. 

• Understanding and experience of working with a wide range of stakeholders and building successful 

partnerships 

• Project management and track record of delivering results to timescale and within budget 

• Experience of providing capacity development to organisations 
• Financial literacy with experience of managing budgets and analysing complex financial information 

• A demonstrable understanding of current voluntary and community sector concerns 

• Working knowledge of the bidding process in the public sector 

• Knowledge, understanding and skills to respond to ITTs, quotations, and sponsorship proposals issues 

• Ability to communicate effectively, both in writing and verbally, with people at all levels 

• High level negotiation and influencing skills (e.g. with commissioners from the public sector) 

 

Desirable 

• Project management qualification (eg PRINCE 2) 

• Experience of delivering partnership projects 

• Experience of servicing and working to a project board that includes a number of voluntary and community 

organisations 

• Marketing and event organisation experience 

• Knowledge of current and impending Charities, Employment and Health & Safety legislation 

 

Qualities 

• Naturally driven/self-motivated/ Self-starter.  
• The ability to work closely with others in a non-hierarchical setting.  
• Passionate about the voluntary sector and its role in creating positive social change.   
• Commitment to the ethos and values of Young Barnet Foundation.  
• Commitment to equality and diversity and an understanding how to promote them in your/our work.  
• Project management.  Proven project coordination/management skills including ability to liaise with a 

complex range of stakeholders.  
• Confident decision-maker, problem-solver and always solutions-focused.  
• Adaptable, open to new ways of doing things.  
• Able to manage their own time and prioritise a heavy workload.  

 

Other Terms and Conditions 

 

 
Probation Period: Three months 

Expenses: Staff may claim travel expenses, at the agreed rate, for journeys 
necessary  in the  course   of  their  work. Claims for additional 
expenses will be reimbursed in accordance with our expense policy or 
funded contracts. 

Annual Leave: 25 days per annum, pro rata, excluding bank holidays. Holidays 
will increase in accordance with our Annual Leave Policy. 

Pension Payments: On activation and after satisfactory completion of the probationary 
period, The Young Barnet Foundation will contribute, in line with 
government requirements, into a stakeholder or personal pension 
scheme. 

 
 
 
 
 



 

This engagement is subject to  
• Proof that you have the right to work in the UK.  

Please note that this post is subject to appointee undergoing an Enhanced DBS, in line with Young Barnet 
Foundations commitment to Safeguarding.  

Young Barnet Foundation is an equal opportunity employer.  
  

To apply please send CV and covering letter to info@youngbarnetfoundation.org.uk prior to the closing date shown on 
the youngbarnetfoundation website.  

 

The role will involve occasionally evening and early morning events so a flexible approach to working hours is 
required.  In return Young Barnet Foundation offer a flexible approach to working hours, working closely with 

each staff member to suit their personal and professional needs.     

mailto:info@youngbarnetfoundation.org.uk

