
 

Valleys Steps Business and Performance Manager 

 

Job Description 

 

Job Title:  Business and Performance Manager 

Contract Type: 6 Months (extension pending funding) 

Contract Hours: 37.5 

Responsible to: Strategic Manager  

Base:  RCT and Merthyr Area 

Salary: £24-27k per annum, dependent on experience 

Annual leave: 25 days 

Pension: Entitlements will be available 

Probationary Period: The potential extension of this post is subject to the successful 

completion of a six month probationary Period 

Main Purpose of the Job 

- To deliver and develop the business functions of the organisation including; 

performance management, HR, procurement and finance.   

- To prepare relevant information in response to external enquiries 

appertaining to the business of the organization.   

- To contribute to effective partnerships and contracts with partner 

organizations and other stakeholders in the promotion and provision of 

services. 

- To develop a fundraising strategy and to identify and deliver fundraising 

opportunities including grant applications from funders. 

- To line manage the Finance and Volunteer Support Officer, Communications 

Support, Data Collection Administrator, and freelance staff as required. 

 

Principal duties 



 

- To report to the Strategic Manager on the business planning process, 

providing regular updates regarding performance. 

- To manage the contractual role of the HR function including staff contracts, 

recruitment processes and training arrangements and other issues as they 

may arise. 

- To oversee the procurement of the necessary venues, services, supplies and 

equipment.  

- To oversee the finance function including banking, payments and maintaining 

records of accounts.  

- To uphold quality and governance standards by setting and maintaining 

policies and procedures to ensure the proper control of the business 

functions. 

- To ensure the Charity meets the minimum standards as required by the 

Charity’s Commission and Company’s House. 

- To monitor and report performance under the terms of the agreed Service 

Level Agreement with the Cwm Taf University Health Board. 

- Liaise with WIHSC on data requirements for their evaluation reports and 

ensure appropriate action is taken to access the data on a timely basis. 

- To engage, and negotiate contracts where appropriate, with public, private 

and third sector partners on the supply of or provision of services. 

- To develop and implement a fundraising strategy against a set financial target. 

- Identify opportunities and make application for funding through grant 

applications. 

- Prepare and submit reports, as necessary, to funders of the Charity including 

WCVA and Big Lottery. 

- To carry out other duties as necessary. 

 

Person Specification 

Attribute Essential  Desirable 



Knowledge and 

education 

 

 

Qualified to degree level 

or equivalent in relevant 

subject such Business 

Management / HR 

 

Evidence of Continuous 

professional development 

Training or qualifications 

in finance / accounting; 

HR policy and practice; 

performance management 

Experience 

 

Project management 

Financial management 

Performance management 

Leading partnership 

initiatives 

 

Competences; 

 

 

- Developing and 

motivating 

people 

 

 

- Working with 

partners 

 

- Communicating 

effectively 

 

- Managing 

change 

 

- Implementing 

strategy 

 

- Managing 

Middle management and 

competencies framework 

 

Actively shares knowledge 

and experience with staff 

and delegates 

responsibility 

 

Building lasting and 

positive relationships 

 

Actively creates open 

discussion and 

engagement  

 

Positively responds to 

agreed plans and offers 

ideas 

Has good grasp of the 

bigger picture 

 

Seeks value from all 

 



resources 

 

- Achieving results 

 

 

- Professional 

expertise 

resources  

 

Seeks information to make 

decisions. Evaluates 

progress. 

 

Proactively keeps up to 

date 

Other 

 

 

 

Full driving licence and 

access to vehicle.  

 

 

 

Welsh Language Speaker 

 


