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Service Manager  Job Description and Person Specification 
Salary: £ 30,000 -33,000 + Auto enrolled contributory pension offer of 8% (4% employee 4% employer)
Full time: 35 Hours
Purpose: This key role is responsible for the successful development and delivery of SWCT’s Minibus and Patient Transport services.
The Service Manager is responsible for:
Minibus
· All aspects of the vehicle operations, maintenance and safety
· Minibus business development, sales and marketing
· Customer liaison
· Health and Safety and related legislation
· The management of the delivery team
PTS
· Patient recruitment
· Health Care Facility liaison
· Management of service booking/scheduling
· The recruitment, training, support and supervision of volunteers
· Volunteer funder liaison and reporting
· Overseeing the administration function.
 This position is key in supporting the Board of Trustees and ensuring that all clients/ service users are related to consistently in a warm and respectful manner. The Service Manager will report to the chair of the  Operational Sub-Committee (OSC) of the Board. The post holder will also line manage the Administrative Officer and other staff including drivers. 
Other responsibilities:
· Overseeing of the Administration function
· To ensure effective systems are in place regarding the provision of transport services to those referred, ensure ongoing communication with and between all referrers and service users.
· To ensure that the organisation is compliant with the GDPR, acting as the Data Protection Officer for SWCT
· To support and supervise all relevant staff and volunteers in the provision of minibus and patient transport services as required
· To ensure that SWCT staff and volunteers are informed of and put into practice the charity’s policies and procedures.
· To facilitate regular team meetings for staff.
· To co-ordinate all training as required for staff and volunteers.
· To facilitate communications with all appropriate outside local agencies, current and potential funders.
· To liaise with any external IT support providers as necessary
· To support the OSC by the production of regular service performance and analysis reports 
· To line manage the work of the Admin Officer to ensure the effective operation of the organisation’s operational and reporting systems, maintaining up-to-date and accurate service and other administration records.
· To work with the Treasurer and other members of the OSC as required in the preparation of information for the annual accounts, and funders reports
Human Resources and Support:
· To maintain personnel and employment records, as required by law.
· To provide regular support and supervision to all volunteers and other staff as appropriate
· To co-ordinate training for staff and volunteers as appropriate.
Business Development:
· To develop the minibus and PTS service through marketing and sales activities
Organisational Effectiveness:
· To coordinate the monitoring and evaluation processes in consultation with the members of the OSC and the Board as appropriate.
· In co-operation with the Board to ensure that the SWCT complies in  its activities with all relevant legislation. 
· To assist the board increase the effectiveness and efficiency of SWCT’s operations through helping to review and develop initiatives to improve the various functions - HR, IT,  Administration, Staff and Volunteer support and supervison, as necessary.
Risk Management:
· To work with the members of the OSC and the board in the development, implementation, review and maintenance of SWCT’s risk management matrix.
· To ensure statutory compliance with Health and Safety and other relevant legislation, conducting risk assessments, monitoring performance, and reviewing procedures.
Other duties
· To undertake any other duties which may be regarded within the nature of the post, in discussion with the OSC.
· To engage in regular managerial support and supervision with your line manager.
· To participate in training and any CPD as may be identified in Annual Appraisals or during regular support and supervision
PERSON SPECIFICATION
Qualifications, Education & Training
Education to degree level or equivalent relevant professional experience
Knowledge of a range of computer packages (e.g. Word, Excel, PowerPoint, Outlook, and accounting software).
Knowledge of data protection legislation or a willingness to learn
Experience
At least 5 years of operations management experience in a small organisation preferably
Experience of managing a team
Experience of business development
Project management experience
Excellent organisational skills and the ability to multitask
Experience of setting and working to targets, budgets, and deadlines
Facilities management experience
Experience of producing reports of organisational performance, outcomes
Skills, Attributes & Competencies
A very high level of self-management with ability to manage own workload, time and prioritise effectively with competing deadlines
Achievement orientation
High level of accuracy and attention to detail
Ability to use initiative and be creative in the face of problems
Ability to work as member of a team.
Commitment, Values & Motivation
To work in ways that promote a multicultural, multi faith environment with a genuine commitment to equal opportunities and promote human rights
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