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Job Title: 	 	Goods and Services Manager
Responsible to: 	Managing Director
Salary:			£30,587 - £33,770

Main purpose of role: 
To supervise & oversee all aspects of the development and running of the provision of goods and Hit Squad painting and decorating services, ensuring that all services are delivered to a high quality in a respectful manner for all involved. 
To assist the Managing Director, other managers, and colleagues to support individual service users to attain their full potential and maximise the options available, encouraging choice, participation, and motivation. 

Main Duties & Tasks 
1.  Service development 
· To work in collaboration with the Managing Director, the wider team, and external partners to realise the vision of the Fresh Start. 
· To be responsible for the day-to-day management services within the Fresh Start warehouse ensuring that it maintains a high standard of professional support in line with all relevant regulations, policies, and procedures. 
· Manage the budget and resources including the donations of goods.
· Be committed to the Fresh Start Service User Involvement strategy and use this group and the wider Advisory Group as a sense check for any service developments / changes that you may want to implement. 
· Be committed to waste reduction and circular economy models.

2. Managing and leading a team 
· To be responsible for achieving all targets set for the Starter Packs, White Goods and Hit Squad services.
· To assist the Fundraising Manager to set appropriate targets for funders.
· To be responsible for the day-to-day management of a team ensuring that it maintains a high standard of professional support in line with all relevant regulations, policies and procedures. 
· To manage holidays and sickness and cover for service provision.
· To work in collaboration with the team to develop and review services on a regular basis.
·  Support staff to pro-actively implement agreed changes.
· To provide practical induction training to new staff and promote on-going staff development through personal reviews and regular supervisions.

3. Partnership working 
· To work in collaboration with the Fresh Start team to develop and review services on a regular basis. 
· To lead networking and promoting the provision of goods (and Fresh Start) to partner organisations and stakeholders. 
· Support staff to pro-actively implement agreed changes. 
· To provide practical induction training to new staff and promote on-going staff development through personal reviews and regular supervisions. 

4. Communication 
· To ensure inputs to regular team meetings and to attend and pro-actively participate in Review Meetings. 
· Be responsible for communicating developments and changes to the wider Fresh Start team as appropriate. 
· To contribute to external communications including but not exclusively articles for newsletters, posts for social media and ebulletins. 
· Attend external meetings and deliver presentations as appropriate. 

5. Monitoring and Evaluation 
· In collaboration with the other Managers and staff to agree on monitoring and evaluation tools and procedures. 
· Ensure staff have the skills and understanding to carry out the monitoring and evaluation. 
· Provide the Managing Director with quarterly reports on service delivery. 
· Ensure staff input relevant information on the appropriate monitoring platforms. 

6. Volunteer Management General 

· Ensure volunteer management processes comply with Fresh Start’s Volunteer Policy.
· With your team and in collaboration with other managers, develop role descriptions for volunteers to meet aims of the service. 
· Recruit, train, support and manage all volunteers to meet needs of the services. Support staff to recruit, manage and support volunteers for their services.
· Organise recruitment campaigns, including giving presentations to churches, schools, and other organisations.
· Liaise with other departments within Fresh Start to ensure all organisational volunteering needs are fully met.

7. Miscellaneous 

· Attend fundraising and other events organised by, or on behalf, of Fresh Start.
· Contribute to Fresh Start’s communications strategy. This includes producing articles for publications and electronic media; delivering presentations and attending events.
· Participate in Fresh Start’s supervision and appraisal system.
· Represent Fresh Start at external meetings as required.
· Attend Fresh Start team meetings, away days, training, and other forums as requested.
· Comply with Fresh Start’s company policies and procedures.
· To undertake any other duties appropriate to the post as requested by the Managing Director.



	Factor
	Essential
	Desirable
	How Identified

	Qualifications 

	Full Driving licence


	A recognised qualification in Volunteer Management

Educated to degree level or equivalent experience 

	At interview sighting of driving licence and original qualifications


	Experience and Knowledge
	Experience of facilities management/direct service delivery

Experience of working in waste reduction / circular economy models. 

Experience of co-ordinating volunteers 

Knowledge of Microsoft office package and good IT skills

Experience of managing staff 
	Experience of developing services 

Experience of delivering training to volunteers 

Experience of delivering services for vulnerable groups 

	Application

Interview  

References

	Skills, Qualities and Abilities
	Commitment to the aims and values of Fresh Start 

A willingness to be adaptable and flexible in a small team environment 

An ability to positively influence, motivate and enthuse others 

Ability to evaluate activities and produce reports

Able to work independently and on own initiative 

Strong communication skills – verbal and written, including experience of giving presentations and facilitating group discussions

An ability to communicate with a wide range of Fresh Start’s stakeholders – including clients, supporters, and volunteers
	Ability to identify partnership working opportunities


	Application

Interview

References



Conditions
· Fresh Start run a contributory pension scheme, with an employer contribution of 6% and employee contribution of 4%.
· The post is based at 22-24 Ferry Road Drive, Edinburgh.
· The post is for 37 hours per week. A flexitime system operates, between 08.00 – 18.00, Monday - Thursday and 08.00 – 15.00 on Fridays. There may be occasional evening and weekend work, for which time off in lieu is offered.
· The salary will be £30,587 - £33,770.
· 29 days annual leave + 6 Bank Holidays per year 
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