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Town Break provide services to support people with early to moderate dementia and their carers, using the skills of trained, supportive, committed volunteers.  We liaise with statutory, voluntary and other complimentary services, to support people with dementia to remain within their own home and community within the Stirling and Falkirk Council areas.
Job Title:  Dementia Services Manager

Reports to: Chief Officer  
	
Base:  1 Springkerse Road, Stirling FK7 7SN

Salary: £28,035 (pro rata)

Hours of work: Part time:  25 hours per week with scope to extend if needed.

Duration: Permanent – Trust/Grant funded role

Overview of post

The Dementia Services Manager has overall responsibility for Town Break’s service users across the spectrum of service delivery.  The post holder will manage the team of Dementia Services Co-ordinators and is responsible for undertaking supervision and appraisals as necessary.  The post holder will, with the support of the team, be responsible for ensuring that new clients who have been referred to the service are met, their needs identified and referred to appropriate services both from Town Break and other organisations. The role will take overall responsibility for management of the volunteer group involved in these services.  The post holder is also expected to liaise with relevant external voluntary and statutory bodies as required to ensure on going delivery of services, as well as to help to ensure effective communication across the team to support the day to day workings of the charity.

Key accountabilities and responsibilities:

· To lead on supporting clients and carers in order to identify appropriate services that will support their needs, both within the Town Break portfolio and beyond.
· Co-ordinate and support all initial visits to families upon referral while maintaining an ongoing monitoring role of waiting lists and service development.
· To provide line management to the team of Dementia Services Co-ordinators in line with Town Break policies and procedures.
· To oversee the recruitment, management and support of the team of volunteers in order to ensure effective delivery of the current portfolio of all Town Break services.


· To oversee the identification of volunteer training needs and to support the delivery of such training as appropriate to the volunteers’ skill set, whilst liaising with Service Co-ordinators and Chief Officer on wider training issues.
· To be responsible for all risk assessments, and put in place necessary support arrangements to safeguard both clients and volunteers.
· To identify both the environmental and emotional support needs of service users, their families and volunteers to ensure effective service delivery.
· To identify partner organisations and work towards building effective and mutually beneficial working relationships.
· To build an in-depth knowledge of Town Break’s services, signposting service users and their families to external agencies as appropriate
· Maintain a person-centred approach when interacting with service users, their families, volunteers, external agencies and colleagues.
· In co-ordination with the Chief Officer, Strategy & Engagement Officer and Board of Trustees, support the ongoing development of all services provided by Town Break.
· In conjunction with the Chief Officer, identify potential sources of funding to allow the continued development of ongoing projects, including intergenerational, cognitive stimulation therapy and self-management within the care pathway.
· To be aware of Health and Safety procedures in all locations that services are delivered from, and to ensure the security of premises and Town Break equipment and materials.
· To manage Disclosure Scotland applications as needed across the wider organisation.
· To manage all activities and expenditure in line with budget requirements.
· To work with the Chief Officer to support the provision of draft budgets for service activities.
· To undertake research, evaluation and project support and produce reports and presentations to support funding requirements in support of the Chief Officer and wider Board of Trustees.
· To work with the Chief Officer to ensure that accurate records are kept for all services, and that reporting procedures are in place for funders.
· To be a point of contact for the services, providing high quality information by a range of communication methods.
· To support the Finance and Administrative Officer in ensuring accurate information is available on networked drives, internal databases and website.



· To be able to plan and organise own programme of work within agreed deadlines without supervision.
· [bookmark: _GoBack]To respect confidentiality and carry out all responsibilities in a professional manner.
· To complete any other duties when requested that are commensurate with the role.  As Town Break is a small charity, this may include supporting colleagues in a wide range of activities where additional support is required to allow the charity to achieve it’s objectives.  
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