
 
 
 
JOB TITLE  Project Development and Investment Officer  
 
GRADE   B 
 
SALARY RANGE £23,000 TO £28,000 
 
OVERVIEW 
 
The Sport and Recreation Alliance believes that the power of sport and recreation can change 
lives and bring communities together. With our members and in partnership with the wider 
sector, we make the most of opportunities and tackle the areas that provide a challenge. We 
provide advice, support and guidance to our members and the sector, who represent 
traditional governing bodies of games and sport, active partnerships, outdoor recreation, water 
pursuits, and movement and dance for exercise. As the voice of the sector, we work with 
Government, policy makers and the media to make sure grassroots sport and recreation 
grows and thrives. Having an active nation is important as it delivers huge benefits to society 
and the millions of participants, volunteers, staff and spectators. 
 
ROLE SUMMARY 
 
As part of the recently established Research & Development team within the Alliance, The 
Project Development and Investment Officer is responsible to the Research and Development 
Manager and will hold the following core responsibilities: 
 

• Leadership and support in the development of projects: you will work with the 
Alliance team and its members to develop projects that will contribute to the achievement 
of operational objectives. Specifically, this will focus on projects aimed at increasing 
income and/or enhancing the ability of the Alliance/our members to achieve our 
respective goals. 

 

• Leading the identification and bidding for external funding and investment: you will 
play a leading role in the identification and bid-development for external funding 
opportunities. The opportunities identified will primarily focus on enhancing the resources 
of the Alliance and/or members. The additional resources you help to secure will enable 
key projects, that would otherwise go undelivered, to be actioned. 

 

• Where required, support with the project management and delivery of projects: 
Principally focused on the R&D team, but with scope to support projects across the 
Alliance, you will support in the delivery and management of projects. 
 

This is a role which will demand a flexible approach, the capacity to recognise and proactively 
address organisational and member needs and the ability to support the development of 
projects and programmes with realistic budgets and schedules. It will also involve engagement 
with members, partners and internal teams to identify funding opportunities. Experience of 
securing funding to support development and project work will be a great asset.   
 
 



MAIN DUTIES AND RESPONSIBILITIES 
 

1. Keep abreast of current funding streams and opportunities open to the Alliance and the 

wider sport and recreation sector including areas around EDI and Sustainability. 

2. Proactively engage with members and partners to identify and develop credible projects. 

3. Proactively engage with external funders and partners to identify funding opportunities to 

help resource and support either Alliance or member-led projects. 

4. Work with internal teams to turn innovative ideas into detailed project proposals and 

develop a pipeline of fundable projects.  

5. Develop and write bids for grant funding to support business priorities. 

6. Provide detailed information and administrative support to Research and Development 

team members to support project development and delivery. 

7. Represent the Alliance with external partners and members in a positive and professional 

way, which promotes the organisation’s vision, values, aims and objectives. 

8. Be flexible, adaptable and willing to take on other tasks when required and any other 

duties as reasonably required. 

9. To collect and collate monitoring information and evaluation information and to prepare 
and submit reports and updates for funding partners. 

10. Evaluate the impact of projects and proposals for future project work.  

11. Support and manage new project work as requested. This includes project management 
support, conducting research, leading project meetings, liaising with funders and creating 
reports. 

12. General administrative duties when required and any other duties as reasonably required. 
 
 



PERSON SPECIFICATION 
 
Essential Skills, Knowledge and Experience 
 

• Degree level qualification, or equivalent  

• Strong partnership working skills with the ability to build effective relationships with 
Alliance members, partners and funders to ensure that agreed objectives are met 

• Excellent communication, customer skills and interpersonal skills with both internal and 
external audiences 

• Excellent written and oral communication skills with the ability to write for different 
audiences 

• Excellent organisational skills and the ability to priortise workloads and manage time 
efficiently 

• Excellent analytical and problem-solving skills 

• Ability to turn initial product and service development ideas into fundable proposals 

• Knowledge and experience of working with MS Outlook, Word and Excel 

• Experience of utilising a CMS and CRM system 

• Have the ability to manage/assist projects by establishing roles and responsibilities  

• Be able to work as a member of a team and have the confidence and self-motivation to 
work alone when required 

• Be willing to support team members across the Alliance, as necessary, with 
administrative tasks 

 
Desirable Attributes 
 

• Experience of identifying funding opportunities and developing and drafting grant 
proposals, ideally in a sporting context or similar environment 

• Experience working in a project-based team or environment with the ability to establish 
and support effective relationships between funders, project managers and delivery 
teams 

• Experience of project management and/or in implementing project management 
systems 

• Experience of project-based contracting, budgeting and forecasting 

• Experience of working in a sports and/or a political environment 

• Experience of working in a membership organisation 

 
 


