
[image: image1.jpg]a@s)

action against stalking




Action Against Stalking
Throughcare Service Manager Vacancy
Action Against Stalking (AAS) was established as a charity in 2014 by its Founder/Chief Executive Officer, Ann Moulds, following her successful Campaign Action Scotland Against Stalking, which led to the introduction of the ‘Offence of Stalking’, Section 39 Criminal Justice & Licensing (Scotland) Act 2010. The charity champions the voice of stalking victims, provides a free and specialised service to victims and engages with the communities to promote greater awareness and resilience.

This is an exciting time to join AAS. We are now better recognised as lead for developing responses to stalking and continue to receive Scottish Government funding for this work. Our success has led to increased awareness and demand for its services have more than doubled in the past year. Be part of the dynamic team establishing ground-breaking developments for AAS to be an even stronger voice for victims of stalking. 
We are recruiting a Throughcare Service Manager to provide overall operational management of the Service. They must have experience of managing a victim support or clinical service effectively; with a track record of making service improvements, working in productive partnerships, developing staff to perform at their best and ensuring sound governance. This is a part-time and fixed-term post, funded till the end of June 2022. The post may develop and be extended, subject to securing continued funding and satisfactory delivery of the key result areas.

Please contact enquiries@actionagainststalking.org for the Information Pack and Application Form, and/or informal discussions prior to application. 

To apply for this post, please forward the completed AAS Application Form and covering letter stating how your experience and skills match the Key Result Areas and Essential Person Specification, to enquiries@actionagainststalking.org by no later than Thursday 10 June 2021. Please note that the completed form and covering letter with required information are essential for consideration of the post.      

Please find out more about AAS on www.actionagainststalking.org 

Closing date for applications is Thursday 10 June 2021. 

Interviews (virtual) will be held on Friday 18 June 2021
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Action Against Stalking – Throughcare Service Manager
Role and Person Specifications

JOB TITLE:

Throughcare Service Manager
REPORTING TO:
Chief Executive Officer 
WORKING
Management of Throughcare Practitioner(s)

RELATIONSHIPS:
Board Trustees 



Development Lead 
Development Officer

Communications and Engagement Officer 

Trusts and Foundation Fundraising Officer

Volunteers 

External agencies 

DURATION:
This post is funded up till end June 2022. Continued funding needs to be sought for the establishment of a more substantive structure.  The post may be developed or be extended, subject to securing recurring-funding and satisfactory delivery of key result areas below. 
HOURS:
The Service model operates normally Mondays to Fridays.

This post is part-time of 15 hours per week, with flexible hours to be agreed. 
SALARY:  

£34000 per annum pro-rata.
LOCATION:
Whilst the AAS office is based in in University of the West of Scotland, Ayr, remote working is an option. 
PROBATION PERIOD:
3 months
HOLIDAY ENTITLEMENT: Full-time employee holiday entitlement is 28 days holiday in each year April to March, and which includes 4 Public Holidays recognised by the Employer. Part-time employees’ annual holiday and public holiday entitlement will accrue on a pro-rata basis according to the number of hours worked. 
A. ROLE SPECIFICATION

Purpose of the role:

The main purpose of the role is to manage the AAS Throughcare Service, ensuring that victims of stalking receive a high-quality, responsive, efficient and effective specialised multi-agency Throughcare advice and support. The Service is solution-focused, with the aim of supporting victims to take back control of their lives.
Dimensions 

The Throughcare Service Manager is a key member of Throughcare Service team, providing operational and staff management of the Throughcare Service; allocation of caseload; and ensuring sound governance.  The post-holder ensures that the Throughcare Practitioners provide a high-quality and consistent service to victims of stalking, operating within the AAS Throughcare Standard Operating Procedures and in partnership with relevant agencies to ensure a solution-focused, multi-agency, and victim-centered approach. 
This Job Description underpins the Strategic Objectives of AAS and the AAS Throughcare Standard Operating Procedures.  The Key Result Areas below are not a definitive list of tasks, rather, it is designed to give an overview of the job.  It is envisaged that the post holder will use their own initiative and develop the job so that the overall aims of AAS are achieved and that continuous improvements are made to victim support. 
Key result areas:

1. Effective management of Throughcare Service, ensuring delivery of a high-quality, responsive, multi-agency and consistent service to victims of stalking, including:

· managing the incoming requests for Throughcare information, advice and support on a daily basis, allocating cases to the Throughcare Practitioners so that they provide the service in a manageable way;

· managing the Throughcare Practitioners, ensuring consistency in delivery of the AAS Standard Operating Procedures and meeting Key Service Performance Indicators; compliance with relevant legislation and regulations, and all AAS policies and procedures;

· highlighting challenges in service provision and identifying solutions for approval by the CEO/Service Lead; 

· ensuring that Throughcare Practitioners maintain timeous and up-to-date victim management system and that they produce monthly reports.
2. Development of Throughcare Practitioners to perform at their best, including setting their annual Individual Performance Objectives and Personal Development Plans, and conducting their quarterly appraisals.

3. Supporting continuous improvements to the Throughcare Service.
4. Ensuring best professional practice and sound governance through:

· production of consolidated monthly Throughcare Service Report to the Board based on Throughcare Practitioner submissions and the Annual Service Report to the Board ensuring that all information must be maintained in accordance with GDPR and Data Protection Act;

· proactively continuing to keep up-to-date and develop appropriate knowledge and skills through regular reading of relevant information/ articles and attending training course.
The post-holder will be required to hold current membership of the PVG Scheme.

PERSON SPECIFICATION
B.1 Essential:

Experience

· Victim support management or clinical service management experience/skills. 

· Effective management of staff. 

· Operating at a strategic level. 

· Track record of leading and implementing service improvements. 

· Track-record of working in effective partnerships. 

· Managing work in a professional way while meeting targets and deadlines.

· Demonstrating strong customer services focus. 

· Discretion and understanding of confidentiality issues.

Skills 

· Management qualifications or equivalent. 

· Excellent organisational skills, with the proven ability to manage a wide range of tasks and heavy workload, and within agreed timeframes.

· Sensitivity in dealing with challenging and emotionally charged situations, demonstrating empathy and controlling own emotions. 

· Ability to use own initiative and be self-directed, with thorough attention to detail.

· Maintaining secure and accurate records, and producing reports on data collected for monitoring and evaluation purposes.

· Excellent written and verbal communication skills, including telephone skills, with a proven ability to communicate ideas persuasively to a variety of audiences.

· Computer literate with proficient word processing and Microsoft Office software skills, and ability to update website content. 

Knowledge 

· Understanding of victim support and having a good working knowledge of this sector, law-enforcement and criminal justice system, primarily in Scotland.

Personal Qualities
· Interest in championing the rights of victims. 

· Promotion of interests and values of AAS.
· Knowledge of and interest in the issues around stalking.
· A professional manner and ability to attend to people in an efficient and courteous way.
· Highly motivated.
· Strives for excellence.
· A self-starter with an ability to work very independently as well as part of a team.
· Track record of continuous professional development.
B.2       Desirable

· Counselling/psychotherapy/psychology/mental-health professional accreditation.

· Experience of working within the charity sector.
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