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	Job Title
	Manager


	Salary
	£32,505 (20 hours’ pro rata)

	Location
	Glasgow

	Responsible
	PDA Board of Directors
(Through Line Manager as assigned by the Board of Directors) 

	From  
	August 2022 


	RESPONSIBILITY FOR: 

	Delivering the work of Pollokshield Development Agency Glasgow, as directed by the board managing day to day operations, finances and projects, and supervising staff and volunteers.


	MAIN PUROSE 

	To develop and supervise staff and deliver the day to day operations of designated projects. Ensuring a high quality service in line with the ethos, values, protocols and service standards of the Company, National Care Standard, other relevant legislation, funders agreed outcomes and local / national objectives. 



	MAIN DUTIES AND RESPONSIBILITIES  

	Key Duties: 

· To promote, foster and sustain effective working relationships with other community groups, voluntary sector organisations, local strategic networks, Elected Members, clients and associated partner organisations 

· To ensure accurate records on activities are kept and contribute to the regular monitoring, reviewing and development of the service delivered and proposed by PDA.

· To support the Line Manager (Board of Director Member) in the development of annual and strategic business plans for the designated service and provide performance updates as required in line with the PDAs framework 

· To prepare and present reports to the PDA Board of Directors and external partner organisations as/when required to present such reports to the relevant agency/board etc. 
· To coordinate, chair and attend meetings, seminars, conferences etc. on behalf of PDA as directed by the Line Manager. 

· To highlight and discuss with the Line Manager any strategic issues arising from day to day operations

· To ensure the confidentiality and security of all information in accordance with the requirements of the Data Protection Act 1998

· To ensure that the duties and/or responsibilities, as defined in the PDA’s Health & Safety Policy are implemented within the sphere of operations of the post with particular reference at all times to the Health & Safety of employees and members of the public 
· To promote the work and ethos of PDA and to comply with PDAs Equality Policy
· To carry out any other duties relevant to the post, as and when required to suit the PDA directives and objectives, subject to any reasonable adjustments under the Equality Act 2010  

· Supervise staff including, but not limited to: attendance management, conduct issues, staff development, performance management, compliance with Health and Safety etc.

· To support the Line Manager in the delivery of specific project work and management of daily operations of PDA services and projects in line with the organisation’s objectives, relevant legislation, Codes of Practice and Regulatory Bodies

· To Identify new funding opportunities and make funding applications to support and develop projects and activities.
· Evaluate, review and implement key targets and objectives in line with PDA objectives, funders agreed outcomes and agreed Key Performance Indicators (KPI’s) as agreed by the PDA Board of Directors.
· To facilitate the development, implementation and review of standard operating procedures of PDA services in conjunction with the line management and in accordance with the legislative requirements.
· To prepare the risk assessments and get them signed off by the line manager for the delivery of services to ensure the health and safety of practitioners and staff. 
This is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation. The job description will be reviewed and amended, in consultation with the postholder, as duties and responsibilities change. 
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