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Job Outline – Business Manager

POST:	Business Manager

REPORTS TO:	Managing Director

WORKING TIME:	Part time (3 days / 21 hours)

SALARY (FTE):	£36k - £44k – p/t will be pro-rata (salary placement will be dependent on level experience, skill, and knowledge) 	

CONTRACT:	Initially Fixed Term until December 2022, with a view to extension  

LOCATION:	Sniffer is based in Edinburgh

	Staff are currently working from home but must be willing to travel to Edinburgh as the work requires. (At this point, it is not clear how often this may be, though a monthly frequency is anticipated)

	Applicants must be eligible to live and work in the UK

JOB PURPOSE:	To develop and implement business management systems and processes that support Sniffer in delivering its business strategy

Sniffer has a vision of a fairer and flourishing Scotland in a future climate, and helps communities, organisations, and business to understand, anticipate and transform in the face of climate change. Sniffer is at a very exciting time in the organisation’s development and is recruiting a Business Manager to support all aspects of our day-to-day operations.

Our future focus is on:

· Collaboration and innovation for systems change 
· Supporting a conducive policy environment for transformation at local, regional, and national level
· New forms of governance, leadership and finance addressing climate change
· Contributing to a social movement for change brought about through champions, pioneers, and networks
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We are currently developing some of the UK’s most vibrant and exciting climate change adaptation and resilience projects – through place-based initiatives and supporting organisations and communities. Our award-winning work is looked to around the world as some of the leading practice in the global response to the impacts of climate change. We are poised to be proactive in driving change in Scotland and connecting with international learning and expertise.

Job Purpose:

· To develop and implement business management systems and processes that will reduce duplication of effort and ensure that Sniffer has a consistent, highly organized approach to managing our wide portfolio of projects and programmes.
· To be responsible for coordinating work and reporting on activities so that Sniffer’s projects deliver on time and on budget, 
· To be involved in all aspects of project lifecycles, from startup to close, ensuring effective delivery along the way. 
· To ensure consistency of approaches in management and reporting across projects
· To lead on procurement processes and GDPR
· To support finance operations including working with the Finance Manager to track and monitor project expenditure, time allocations and cost claim reporting to funders, where appropriate. 
· To identify and implement innovative tools and resources to support effective project management and delivery – includes researching technical solutions for time and project management systems

Requirements of the post:

We are looking for candidates who have skills to undertake the following:

Project and systems management

To manage projects that are delivered in line with Sniffer’s vision and business strategy in particular:

· To develop and administer a system to manage project delivery and keep track of people and progress running and documenting the project and coordinating project deliverables to ensure that Sniffer’s range of projects are delivered on-time, to high quality and within budget. 
· To develop detailed project plans and to manage changes to project scopes, project schedule and project costs using appropriate verification/control techniques.
· To develop systems and processes that meet business needs and support team members to increase their impact.
· To develop key performance indicators for our projects and tracking and evaluating the success 
· To manage risks to project delivery, with appropriate controls



Financial management

· To identify, influence and implement opportunities for business efficiency savings 
· To work with the Finance Manager to oversee project finances and compliance with audit processes, supporting financial claims, eligibility of costs and reporting and evaluation processes with funders.

Contract management and GDPR

· To oversee Sniffer’s procurement processes and contract awards, including liaising with Legal Advisors
· To establish and maintain relationships and contracts with subcontractors and third parties/vendors.
· To manage Sniffer’s GDPR policy and ensure compliance across all projects


Way of working
We are looking for candidates who would enjoy our internal culture and working style: 
· Excellent communication skills (written and verbal) and skilled at introducing new processes and supporting team members to implement these.
· Ability to innovate and bring about change – and understanding of how change happens
· Strong Facilitation skills and collaborative working – internally and externally 
· Co-design of initiatives
· Solutions and impact/outcome focused

· Matrix management 
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All job outlines are subject to change as Sniffer and post requirements evolve.




PERSON SPECIFICATION – BUSINESS MANAGER

	Essential
	Desirable

	
	A good honours degree or postgraduate qualification in a relevant area e.g., Business Administration, Marketing, Finance, HR

	Experience
At least five years relevant experience including:

· Managing and delivering high level projects 
· Developing business systems, plans and processes which have supported business change initiatives
· Managing project finances, and taking evasive (or corrective) action if/when required
· Identification and delivery of business efficiencies
· Managing or supporting a wide range of business management processes and procedures
· Providing advice and/ or training to internal colleagues
· Excellent written skills including ability to produce briefing materials, reports, case studies, business procedures
· Contributing to and/ or running webinars and presenting at in person events
· Writing and winning funding bids 

	· Experience of using Finance systems including SAGE
· Experience of using and interpreting a wide range of information from different sources 
· Experience of working with private and public sector would be an advantage 
· Experience of line management

	Knowledge 
· General principles of procurement management procedures
· General understanding of GDPR principles 
· Experience of Change Management & Implementing new systems

	

	Skills
· Ability to work collaboratively to co-develop solutions 
· Ability to work flexibility often to tight deadlines
· Highly developed interpersonal skills, including communication, influencing, negotiating, motivation 
· Professional / business report writing skills 
· Ability to communicate technical information to a wide range of audiences in an accessible language and format 
· Adept with digital communications, online meetings and event platforms and Microsoft Office (including Excel, PowerPoint, Word)
	· Negotiation and conflict resolution skills
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