
 

 

 

 

JOB DESCRIPTION and PERSON SPECIFICATION 
 

Partnerships and Commissioning Lead  
updated: August 2026 

Please note that this is not an exhaustive document and may change depending on the needs of the organisation.  

In such an event, any changes will be discussed with employees. 

 

JOB DESCRIPTION 

 

Job Title: Partnerships and Commissioning Lead  

 

Job Purpose: To develop and strengthen Parenting Special Children's partnerships and 

commissioned training opportunities. Working closely with the Senior 

Partnerships Manager, CEO and Service Managers, the postholder will 

proactively identify and nurture training opportunities with local authorities, 

councils, NHS organisations, schools, businesses, community groups and 

charitable trusts to increase PSC's reach, profile and long-term sustainability. 

 

The role will build meaningful relationships, represent PSC at networking events, 

develop opportunities for organisations to commission PSC’s training and specialist 

services, support corporate and community partnerships, identify new income 

opportunities and contribute to the charity's long-term sustainability so that more 

children, young people and families can access PSC's specialist services. 

  

Main Locations: Hybrid working – predominantly remote 

  

Accountable: Senior Partnerships Manager 

  

Responsible for (staff): None 

  

Hours per week: 15 hours per week (flexible, ideally across 3 to 4 days) 

  

Weeks per year: 38, term time only, with some flexible working hours during school holidays 

  

Length of role: Permanent - Subject to:  Completion of a satisfactory probationary period; 

Funding 

  

Salary: £30,500 FTE   

  

Reviews: Annual Appraisal with monthly supervision  

 During these meetings, Job Descriptions and Person Specifications can be 

reviewed and amended accordingly according to the changing needs of Parenting 

Special Children 

  

Training: Staff will receive full training for their role as part of their induction process.   

  

Personal and 

Professional 

Development: 

Areas identified during Supervision meetings that offer opportunities for 

Personal and Professional Development will be discussed and acted upon, 

according to the needs of Parenting Special Children. 

 

 



 

Benefits:  • Flexible working to support work-life balance 

• Wellbeing package to promote staff health and wellbeing 

• Supportive and inclusive working environment 

• Opportunities for professional development and training 

Main Tasks and Responsibilities: 

 

Partnership 

Development   

• Develop and maintain relationships with businesses, community organisations and 

strategic partners. 

• Represent PSC at networking events and meetings to raise the charity's profile and 

identify opportunities. 

• Support the development of corporate and community partnerships. 

Commissioning 

Training 

Development  

 

• Proactively identify and develop opportunities for local authorities, councils, NHS 

organisations, schools and other partners to commission PSC’s training, workshops 
and specialist services. 

• Build and maintain positive relationships with organisations interested in 

commissioning PSC’s training, acting as the main point of contact from initial 

enquiry to agreement and delivery.  

• Prepare and present commissioning proposals, quotations, presentations and 

supporting resources tailored to the needs of potential and existing partners. 

• Coordinate commissioned work from enquiry through to delivery, including 

arranging dates, organising online meetings or venues, confirming requirements 

and ensuring practitioners have all the information they need. 

• Act as the main liaison between the commissioning organisation and PSC 

practitioners, ensuring clear communication throughout and providing a seamless 

customer experience. 

• Undertake prospect research and identify new sustainable income and 

commissioning opportunities. 

• Maintain accurate records of commissioning enquiries, proposals, contracts, 

outcomes and follow-up opportunities to support repeat business and long-term 

relationship management. 

Marketing & 

Communications 

 

• Develop and maintain high-quality promotional materials, including brochures, 

leaflets, presentations etc. 

• Write engaging content for the PSC website, newsletters and social media to 

promote partnerships initiatives and commissioned training services. 

• Work with colleagues to identify and promote success stories, impact and PR 

opportunities that raise PSC's profile. 

• Ensure all partnership and commissioning materials accurately reflect PSC's values, 

services and brand. 

General 

 

• Work collaboratively across PSC, manage workload independently, and seek 

guidance when appropriate 

 

 



PERSON SPECIFICATION 

Essential Skills & Qualities Desirable Skills & Experience 

Excellent relationship building skills  Experience working in a charity or community setting 

Strong written communication  Familiarity with Charity Log or similar CRM systems 

Excellent organisation and ability to prioritise  Understanding of neurodiversity and/or early life 

trauma  

Proactive approach to identifying opportunities  Flexible, adaptable, and proactive 

Experience in partnerships, commissioning and 

income generation  

Confident with Microsoft Office, Canva (or equivalent) 

and willing to learn new systems 

Able to work independently and collaboratively   

Willingness to attend networking events   

Meet all the requirements of an Enhanced DBS 

check 

 

Have permission to work in the UK and subject to 

satisfactory references  

 

 

 

Our Commitment 

Parenting Special Children is committed to creating an inclusive workplace where everyone can thrive. We 

welcome applicants from all backgrounds and recognise that neurodivergent people bring valuable strengths. 

Reasonable adjustments will be offered throughout recruitment and employment. 

 

 


