SCOTTISH BORDERS COMMUNITY DEVELOPMENT COMPANY (SBCDC)

Area Manager (Roxburgh) covering two locality areas in Scottish Borders
Cheviot and Teviot & Liddesdale

12 Months Fixed Term Contract

Job Description

	1
	Title
	Area Manager (AM)

	2
	Main Office
	Jedburgh 

	3
	Purpose of job
	The AM leads the staff of the Area Office.  He or she is personally accountable to the Executive Officer (EO) for implementation of SBCDC policies and achievement of its strategic objectives and targets in the local area.   While the post-holder is based in the Jedburgh office and will work mainly in Cheviot and Teviot & Liddesdale, under the direction of the EO she or he may be required from time to time to undertake work in other areas of the Borders within which SBCDC operates.

	4
	Level of responsibility 
	· The AM is the senior member of local area office team and is responsible to the EO of SBCDC for the staff management and work in the local area, including the running of any social enterprise(s) originally the responsibility or local projects and services.


	5
	Line management
	· The AM is responsible for the line management of the local area staff, including where appropriate any staff from projects based in the Roxburgh areas of Cheviot and Teviot & Liddesdale, including the operational management of the delivery our community transport services.  The AM reports to the EO.

· The AM is responsible for co-ordinating the preparation and presentation of local area progress reports as required by the EO and to comply with the relevant funding/commissioning authorities.

	6
	Key Responsibilities – working in conjunction with the EO

	6.1
	Professional
	· Maintain up-to-date knowledge of best practice in voluntary and community development sector activity.

· Work as part of the senior management team responsible to the EO.

· Deliver the strategic plans for the local area.

· Undertake any training required which is relevant to the post.

	6.2
	Managerial
	· Lead and manage the local area team in the implementation and monitoring of local plans within the overall strategic objectives and targets.

· Appraise members of the area team against agreed performance targets, and, in conjunction with the EO, make appointments to the team when vacancies occur.

· Monitor, empower and support the development of the local staff, and the organisational development of the local area office and implementation and maintenance of SBCDC corporate style, ethos and objectives.

· Work actively within the senior management team, to ensure that all areas work effectively together to deliver SBCDC shared agenda.

· Achievement of the SBCDC local targets in line with agreed policy and strategy.

· To ensure that the local area office operates and complies with the law and best practice in respect of Equal Opportunities Policy, employment practices, Disability Discrimination, Disclosure of Information and other current regulatory control.

· To ensure, locally, the continuing commitment of SBCDC to the provision of equal opportunities in all aspects of its work.

· To ensure that SBCDC complies with the law and best practice in respect of data protection for manual and computerised records.

· With the EO to develop and implement an income generation strategy to ensure the ongoing sustainability of SBCDC.

	6.3
	Organisational
	· Provide visible and effective leadership of the local area team.

· Provide support, information and assistance as required to local voluntary and community groups

· Support the setting up of new organisations or new projects in Cheviot and Teviot & Liddesdale in line with SBCDC aims and objectives.
· Actively support the EO in representing SBCDC in its dealings with partner agencies, working within the area staff team.

· Monitor and report to the EO on the overall performance of local activities against plan and targets.

· Regularly review customer satisfaction with services and ensure services are aligned to customer needs.
· Where appropriate, provide line management to local special projects.
· To be aware of local needs within the voluntary sector and to discuss these with the EO for transmission to the Board of SBCDC as needed.

· To ensure the EO is kept fully aware of all significant human resource and service delivery issues.

· To comply with all the SBCDC policies, procedures, practices and regulations.

· To have a personal responsibility for adhering to all health & safety requirements and guidelines.



	6.4
	Other
	· To take part in meetings, discussions, training and working groups as appropriate and as directed by the EO.

· To be available to work as part of a larger team working throughout the Borders area as may be required from time to time.

· To be responsible for undertaking other duties as appropriate to the post.

	7
	Terms and conditions
	

	7.1
	Employment conditions
	· 24 hours per week.  There will be some unsocial hours.  The post will involve a moderate amount of travel to attend meetings, etc. and to attend the HQ offices.  The post-holder will be required to have a driving licence, stamina and to have a vehicle available for their use at all times.

· Overtime is unpaid.  Time in lieu will be taken in consultation and with the approval of the EO.
· 36 days holiday per year, pro rata, to include all Bank and Public Holidays

· Willingness to obtain an enhanced disclosure certificate from Disclosure Scotland.

	7.2
	Salary scale and grade
	· Currently at full-time rate of £29,048.  pro rata

	7.3
	Benefits
	· Contributory Staff Pension and 40p mileage allowance.

	7.4
	Variations
	· SBCDC reserves the right, following full and reasonable consultations with the members of staff concerned and with trade unions or other representatives, to vary, add to or alter any of the terms and conditions of employment attached to this post.  The aim of this is to improve the quality of the organisation’s services.

· The job description will be reviewed annually and may need to be revised according to the priorities of current workload with the agreement of the Board and the post-holder


SCOTTISH BORDERS COMMUNITY DEVELOPMENT COMPANY

Person Specification ~ Area Manager

	1
	Requirements
	

	1.1
	Skills and attributes
	· Strong intellectual, reasoning and analytical capability.  High level of numeracy skills.

· A high level of inter-personal skills and strong customer focus.

· Ability to lead, manage and motivate a local staff team in a complex, changing environment.

· Experience of implementing monitoring and evaluation systems, including targets, performance indicators, appraisal systems to review monitor and evaluate service provision.

· Demonstrate ability to promote equal opportunities.

· Able to demonstrate a detailed understanding of staff supervision and support/training needs, including performance review and appraisal systems.

· Ability to work as a member of the senior management team under the direction of the EO.

· Drive and resilience.  Ability to work under pressure.  Emotional stability. 

· A level of leadership and management skills.

· Tact, sensitivity and an ability to communicate effectively.

· High level of oral and written communication skills.

· High level of presentational skills.

· Good understanding of the voluntary sector and of the culture of a membership organisation.

· Ability to work on own initiative, working to deadlines, prioritising own workload and demonstrating effective time management skills.

· Able to carry out own administration, demonstrating IT skills, including internet, emails and databases.

· A clear understanding of the aims and objectives of the organisation.

· A reasonable health record.

· A Healthy Work/Life Balance

	1.2
	Attainments
	· Relevant professional qualification and/or proven community development experience. 

· Experience of the voluntary/community businesses, including income generation
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