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HOME-START CLACKMANNANSHIRE
Job Description – Assistant Manager 

Home-Start Clackmannanshire is a local family support voluntary organisation committed to promoting the welfare of families with young children who are experiencing challenging times.  Volunteers offer regular support, friendship and practical help to families under stress in their own homes, and in family support groups, helping to prevent family crisis and breakdown.

Job title:
Assistant Manager  
Location:
92-94 Alloa Business Centre, Whins Road, Alloa, FK10 3SA.
Hours of work:
24 hours per week over 4 days (Tuesday-Friday).  Days and times are negotiable but are within normal office hours.  Flexible working is considered. The hours of the post may increase if demand for the services dictates the need for additional hours.   
Responsible to:
Chief Executive Officer
Purposes of job:
To support the CEO of the organisation to oversee the delivery of family support services which will include some direct work with families.  To supervise and manage key individuals within the staff team.  To support the strategic development of the service including the management and monitoring of some elements of funding.  To work in partnership with relevant agencies across the Clackmannanshire area. 
Purposes of the job
· To ensure the effective day-to-day management of the charity in conjunction with the CEO, of Family Support staff in accordance with the Home-Start Memorandum & Articles of Association; the Home-Start Standards & Methods of Practice, Home-Start Agreement, and Quality Assurance Standards. 

· To assist in ensuring that Home-Start Clackmannanshire maintains high standards of practice in supporting families within the Home-Start model.

· To assist in ensuring equality of opportunity, fairness, and diversity.

· To assist in ensuring good safeguarding practice.

· In conjunction with the CEO support the management of referrals to the service. 

· Deputise for the CEO in their absence and assume responsibilities to ensure the effective and smooth running of the organisation. 
Main Responsibilities 

· You will help to deliver our key strategic and operational objectives. 
· Provide leadership and effective day-to-day management of key front-line staff in conjunction with the CEO.
· Ensure effective supervision, direction, and opportunities for development for identified staff. 
· Provide leadership and support in ensuring commitments to funders and partners are met through service delivery, monitoring and reporting requirements.
· Contribute to the recruitment, selection, induction, management, and deployment of staff. 
· Share responsibilities of PVG Signatory.

· Provide direct support to a small caseload of families experiencing complex difficulties (and Family Support Volunteers, where applicable).
· Contribute to promoting the work of Home-Start Clackmannanshire.
Support for families

· Ensure support for families is of a high standard, in accordance with Home-Start’s model, policies and procedures.

· Assist in promoting children’s welfare and provide child protection advice to staff in the CEO’s absence. 
· Manage and maintain an overview of the work with families. 

Managing Volunteers

· Support the recruitment, training, and ongoing support of volunteers. 
Working in Partnership
· Liaise and communicate appropriately with referrers and other professionals.

· Network appropriately within the community. 

· Contribute to local policy and community development as appropriate.

This job description reflects the major tasks to be carried out by the post holder and identifies the level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing scheme needs and circumstances.  Such reviews and any consequential changes will be carried out in consultation with the post holder.

This job description was accurate as of October 21.
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