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Moving On Inverclyde – Service Manager
Job Description & Person Specification

Hours: 35 hours per week
Salary: Scale of £35-38,000 per annum; any increments or enhancements to be approved by Board
Work base: Moving On Inverclyde premises in Greenock, although the service is delivered from a variety of locations as required.

Role context
Moving On Inverclyde is a community-based service supporting recovery from problematic substance use (alcohol and drugs) in Inverclyde. It is an active partner in a local network of services and supports people in Inverclyde affected by drugs and alcohol. It provides a range of interventions through one-to-one and groupwork support to adults over 18.

Moving On provides a 4-phase programme of recovery, from initial referral and assessment through to eventual move-on from the service. The Service Manager is responsible for ensuring the efficient and effective ongoing functioning of Moving On, providing high-quality services and ensuring it maintains its role as a respected partner in the local network of services.
The current team consists of 4 Project Workers, a Mental Health & Trauma Counsellor, Communications & Administration Officer, Activities Co-ordinator and Fundraiser.

Management
The Service Manager reports directly to the Moving On Board, which meets every 6 weeks. The Chair of the Board provides direct line management to the Service Manager.

Tasks and responsibilities
Providing day-to-day management and leadership for the Moving On staff team
Ensuring efficient and effective functioning of the service at all times
Ensuring the service is provided in a consistently safe environment which meets recognised health and safety standards
Ensuring service provision meets appropriate recognised national care standards
Supporting ongoing development of the service and its team in response to changing local needs
Ensuring data-gathering, analysis and reporting in line with local and national requirements
Providing up to date and accurate reports to the Moving On Board
Identifying, reporting and managing organisational risks
Ensuring the service functions as an effective and respected local partner in the Inverclyde Recovery Oriented System of Care
Representing Moving On at local and national forums as appropriate
Working with the Board and fundraiser to ensure the service is adequately funded; identifying and pursuing appropriate funding opportunities
Managing service budgets and controlling costs
Providing regular, formal supervision to all staff members
Supporting the Board in monitoring and evaluating all aspects of the service
Ensuring appropriate and up to date reporting to funders and commissioners on Moving On’s service delivery and activities
Implementing and supporting a cycle of continuous development and improvement for the service
Acting at all times as an ambassador for Moving On
Developing and carrying out marketing and promotional activity on behalf of the service 
Ensuring compliance with Data Protection legislation
Taking part in activities relating to continuous professional development
Implementing and supporting an appropriate volunteering strategy for the service
Fulfilling any other reasonable duties as required

ROLE SPECIFICATION
Qualifications
	Relevant professional qualification at degree level, e.g. Social Work, Nursing
	Essential

	Formal Qualification in Health & Social Care (Minimum SVQ Level III or HNC) or equivalent
	Desirable

	A recognised qualification in management for health and/or social care, e.g. SVQ Level 4 (SCQF Level 9/10)
	Essential

	Certificate or Diploma in Alcohol & Drug Studies
	Desirable





Experience and Knowledge
	A minimum of 5 years’ experience of working in the health and social care field
	Essential

	Knowledge and experience of working with people affected by problematic use of alcohol and/or other drugs
	Essential

	Knowledge of national and local policy and standards frameworks relating to health and social care; and alcohol/drug use in particular
	Essential

	Experience of leading and managing teams; providing formal supervision
	Essential

	Experience of leading change and supporting staff
	Desirable

	Experience of managing budgets
	Essential

	Experience and knowledge of funding streams applicable to the charitable sector and securing funding
	Desirable

	Experience of effective partnership working with other organisations and groups, statutory and non-statutory
	Essential

	Familiar with use of communications technology, including Microsoft 365, social media, website development and other applications
	Essential

	Ability to build effective relationships with team members, service users and external partners
	Essential



Personal Attributes
	Ability to organise and manage a complex workload; and focus on priorities
	Essential

	Takes a solution-focused approach to challenges
	Essential

	Ability to think strategically
	Essential

	Excellent interpersonal and communication skills  
	Essential

	Demonstrates professionalism and ethical approach at all times, working to recognised standards and procedures
	Essential

	Committed to continuous professional development for self and team
	Essential

	Committed to keeping up to date with current legislation and trends within the health and social care field, including alcohol and other drugs. 
	Essential

	Current driving licence
	Desirable
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