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	SERVICE DETAILS 

	Job Title
	Manager



	Location 
	PDA Glasgow

15 Kenmure Street, Glasgow

	Date Reviewed 
	July 2022


	ATTRIBUTES
	ESSENTIAL CRITERIA
	METHOD OF ASSESSMENT
	DESIRABLE CRITERIA
	METHOD OF ASSESSMENT

	Education, Training and Qualifications 
	· PVG check.

· SCQF Level 6 (e.g. HNC) or significant relevant experience 
	Application Form / Cite at Interview 
	
	

	Experience 


	· At least three years’ experience in project development and delivery.

· Previous experience of making funding applications and management of funds.
· Previous experience of partnership working 

· Previous experience of using ICT to a competent level.
· Previous experience in planning and delivering community events.

	Application Form / Interview 
	· Experience of developing and delivering a volunteer’s programme.

· Demonstrate ability in budget management and financial reporting.

· Demonstrate ability to manage people (staff and volunteers) and resources


	Application Form / Interview

	Knowledge 


	· Demonstrate an understanding of the role and function of effective management of teams and resources.
	Application Form / Interview
	· Demonstrate an understanding of Pollokshields and the communities that reside in the area or a experience of a similar area and diverse community dynamic.
· Demonstrate knowledge of Health & Safety requirements including Risk Assessments
	Application Form / Interview

	Skills and Competencies 


	· Demonstrate good report writing skills.
· Demonstrate excellent communication, influencing and interpersonal skills.
· Demonstrate excellent organisational skills, including the ability to prioritise under pressure and to work to tight deadlines.
· Demonstrate an ability to recognise and maintain professional boundaries across various priorities and projects.
· Demonstrate an understanding of Microsoft Office (e.g. Access, Word, Excel, PowerPoint)

· Demonstrate an ability to anticipate problems and identify solutions to avoid problems.

	Application Form / Interview 
	· Demonstrate an ability to provide direction, motivation to teams and to managing team dynamics by coaching, developing and managing people and their performance.
· Demonstrate a commitment to continued learning and professional development.


	Application Form / Interview

	Job Requirements 


	· Demonstrate ability to meet the core working hours of the post

· Demonstrate ability to work out with normal working hours of the post when required, including evenings and weekends
	Application Form / Interview
	· Hold a full current driving licence 
	Application Form / Cite at Interview

	Other 


	· Position requires an ability to be adaptive to conflicting priorities, changing need and developments whist ensuring accurate record keeping and reporting.
	Application Form / Interview
	· Able to communicate in one or more minority languages
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