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Job title Hindleap Development Manager

Accountable to Head of Development

Responsible for Assistant Development Manager

Location Hindleap Warren Outdoor Education Centre, Wych Cross,

Forest Row, East Sussex, RH18 5JH

London Youth

Our mission is to support and challenge young people to become the best they can be.

Our vision is that all young Londoners grow up healthy, able to navigate a fulfilling career and
make a positive contribution in their communities.

We support them to develop the confidence, resilience and relationship skills they need to do this,
delivering with and through our network of hundreds of community youth clubs and at our two
residential centres.

We work with all young people but place a particular emphasis on those who wouldn’t otherwise
have access to the kind of opportunities we offer.

Because good youth work works.
We deliver our mission through four strategic areas:

1. Membership Development - Developing, training, connecting and quality assuring our
membership network to deliver good youth work

2. Opportunity - Creating a broad and inclusive range of quality opportunities for young people
in social action, sports development, employability and outdoor education

3. Voice - Ensuring our expertise and the on-the-ground voices of youth workers and young
people are reflected in public policy, practice and opinion

4. Best we can be - Being the best we can be ourselves; fundraising effectively, financially
robust and a great place to work

And we strive to act in line with our four simple principles:

Honesty — about what works (and what doesn’t) and we learn from our mistakes
Collaboration — with each other, young people, our members, and the world beyond
Improvement — committed to continual improvement

Fun — because we think people learn best when enjoying themselves
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The Team

Hindleap Warren is London Youth’s outdoor education centre in the Ashdown Forest in East
Sussex. Set in 300 acres of woodland just over an hour from London, Hindleap boosts the
confidence, resilience and relationship skills of more than 10,500 young people every year.

Over 30 people work at Hindleap - delivering activities, keeping finance and office systems going,
managing the grounds, keeping everywhere clean, and making sure everyone gets three hot
meals a day. All of them are passionate about supporting young people, and all of them are
committed to ensuring 100,000 young people receive gold standard outdoor education over the
next 10 years. As a result of the My Hindleap appeal, we have invested over £1 million in the
Centre over the period 2014-17: building new activities, refurbishing the swimming pool, creating
new staff accommodation and improving accessibility for disabled young people.

The role

This is a crucial, frontline position involving both sales and development - you'll play a fundamental
part in making sure young people get the chance to access gold standard outdoor education at
Hindleap. You will lead on delivering the Centre’s £1.7 million annual sales effort, and be
responsible for securing new and current business - meeting, and where possible exceeding, in-
year income targets. You'll line manage the Assistant Development Manager and oversee the
management of the Hindleap booking systems, working closely with the Head of Centre and
operational managers to ensure that the programme, accommodation and catering requirements
of visiting groups dovetail smoothly with the day to day running of the Centre.

Reporting to the Head of Development and staying in close touch with the sales team at our other
centre, Woodrow High House, you will create and deliver successful sales and marketing
initiatives as well as evolving our longer term marketing strategy. Around 70% of Hindleap’s
business is retained annually and around 30% is new, so your contribution to the strategic
marketing of Hindleap Warren is a crucial aspect of the role. As well as attracting new business to
meet in-year targets you’ll also be looking further ahead to penetrate new markets and build on
our strong recent work evaluating Hindleap’s positive impact. And across our residential centres
we’re currently reviewing our strategic direction, you’ll also get involved in this exciting process.

As part of this outward-facing role, you'll host preview visits for new customers, and visit schools
and youth clubs to present the Hindleap experience to young people and their parents. You’ll also
make it your business to provide excellent customer service to visiting groups during their stay -
keeping retention rates as high as possible.

Finally, you'll join a high performing and close-knit team, proud of the Centre’s 52 year history but
also committed to delivering outdoor education that meets the needs of young people, schools and
youth organisations in 2017. It's a stunning place to call work!

You are ...

Naturally good at selling with a proven track record of winning business

Resilient and resourceful enough to secure an annual income target of over £1.7 million
Passionate about the potential of outdoor education to support and challenge young people
A skilled communicator: able to advocate the benefits of Hindleap to a range of audiences
using both written and spoken word

A team player who enjoys building relationships across different teams and disciplines
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Job description

Main duties of the role Approx. %
allocation
1. Sales 70%
e Securing sufficient business to ensure that budget targets are
met, and where possible, exceeded
e Taking professional pride in keeping our retention rates as high
as possible
e Taking a proactive approach to developing new business to meet
in year targets - including phoning and presenting to new
customers, creating professional direct marketing initiatives; and
‘door-knocking’ potential new customers as appropriate
e Line managing the Assistant Development Manager role to
ensure that collectively the right balance is struck between
developing new business, looking after existing customers and
managing the booking process
e Ensuring a rapid response to all booking enquiries (ideally on the
same day in most circumstances)
e Liaising with the Hindleap Head of Centre to ensure booking
volumes and mixes do not compromise Hindleap’s high safety
and quality standards
e Communicating with the sales team at Woodrow to pass on, and
receive new leads where appropriate
e Providing a high level of customer service to visiting groups
throughout the bookings process
e Overseeing management of the booking process, so that:
payment due dates are communicated to users and accurately
recorded; deposits, balance payments and final invoices are paid
on time
2. Development 30%
e Growing our longer term marketing strategy for Hindleap
e Liaising with the sales team at Woodrow to ensure the Centres’
marketing initiatives complement each other
¢ Managing accurate quantitative and qualitative data on Hindleap
users
e Contributing to Hindleap impact measurement against our
journey of change
e Helping to provide ideas, energy and momentum towards
programme development that meets customers’ evolving needs
e Contributing to new fundraising initiatives at Hindleap when
appropriate
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Corporate responsibilities

Planning and budgeting

e Helping to draw up annual plans and budgets

¢ Managing performance within the planning and budgeting framework
e Reporting regularly on actual versus planned performance

e Providing monthly forecast outturn figures

People

Recruiting and inducting staff for your team as necessary

Ensuring all your staff are suitably developed, supported, appraised and managed

Identifying staff development needs and ensure they are met

Being responsible for the overall effective management of your line reports

including dealing in the first instance with any grievances and disciplinary matters

e Preparing thoroughly for one to one meetings and annual appraisal with your line
manager

e Taking responsibility for your ongoing professional development

Corporate development

e Understanding and supporting the vision, mission and aims of London Youth

e Managing resources to the highest professional standards and act as a custodian of
best practice

¢ Maintaining awareness of your own and others’ Health and Safety, and comply with
London Youth’s Health and Safety and Safeguarding policies

e Undertaking other duties as may be reasonably requested within the responsibilities
of the post
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Person specification

Skills, experience and knowledge

Essential /
Desirable

Demonstrated at
Application (A)
Interview (I)
Selection Test (T)

Experience of selling successfully and meeting targets

E

Al

Experience of creating and delivering successful
marketing initiatives

E

Al

Experience of financial management

AT

Experience of communicating in a range of settings in
the written and spoken word

ALT

Proficient in Microsoft Office - particularly Outlook, Excel,
PowerPoint and Word

AT

Experience of line management

Experience of working in a residential centre

Qualifications

Educated to A level or demonstrable numeracy and
literacy to match requirements of the job

Personal attributes

Passionate and demonstrably committed to improving
the lives of young people

IT literate and able to pick up systems quickly and
embrace change (we'’re likely to move to new electronic
booking systems in the near future

m

Full driving licence plus own car

Absolute attention to detalil

—

Resilient

Ability to work on your own initiative

—

A highly competent team worker

Absolute discretion and ability to maintain confidentiality

Willingness to learn new skills

Ability to work in a changing and flexible organisation

Willingness to work occasional evenings

mimimim|mim|mim|m
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Terms and Conditions

Contracted hours are 40 per week. There may be requirements to work some

evenings to do customer presentations - reasonable time off in lieu will be

Salary: £30,173 + employee pension contribution
Hours:

given - please refer to TOIL policy in the Employee Handbook
Leave:

school holidays.

39 days a year including bank holidays. Owing to the cyclical nature of the
sales work at Hindleap it's usually preferable for leave to be taken during the




