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SELF-DIRECTED SUPPORT FORUM EAST RENFREWSHIRE 

Job Description

	Job Title:
	Manager 

	Responsible to:
	SDS Board of Trustees

	Location:
	The Gatehouse, Eastwood Park, Rouken Glen Road, Giffnock. 
G46 6UG  

	Hours:
	35

	Status:
	Permanent




Aims

SDS Forum ER is committed to working strategically with key organisations within East Renfrewshire’s Health and Social Care Partnership to promote access to and assist delivery of self-directed support (SDS).
The Forum’s main aim is to ensure that individuals enquiring about, or in receipt of self-directed support receive the information, advice and support which will allow them to make informed choices around the management of their social care budget.

In conjunction with the Board of Trustees of the Self-Directed Support (SDS) Forum, the SDS Manager will:

· Ensure performance management through positive leadership, support and ongoing development of staff in order to achieve high standards of service delivery, which will be underpinned by clear objectives and KPIs. 
· Enable partnership working with East Renfrewshire’s health and social care partnership (HSPC), voluntary and community organisations promoting awareness of self-directed support and the role of the SDS Forum.
· Ensure that members of the SDS Forum Board of Trustees are provided with regular highlight reports which inform the board of performance relevant initiatives and operational issues
· Represent the Forum in local and national strategic/policy working groups relating to self-directed support. 
· Manage complex cases and high-level initiatives, delegating to staff when appropriate. 


Main Duties

Staff Management

· Manage & support the staff to ensure the delivery of an effective service to clients.
· Organise and prioritise staff workloads to meet the Forum’s key aims, objectives and priorities.
· Develop work plans for staff that reflect service strategy and priorities
· Identify training and development needs of the staff to ensure they can be effective in their role
· Address staff performance issues as they arise.
· Assist in the recruitment and selection of employees and volunteers.
· Health and safety – ensure all legislation is followed and staff work in a safe environment 

            Financial Management	

· Monitor the project budget, together with Board of Trustees, ensuring budget and expenditure balance and any shortfalls are highlighted to the Board.
· Identify funding opportunities to develop the Forum’s aims and objectives.
· Oversee the financial operations within the organisation, such as payroll, banking, budget control and staff expenses.
· Track the organisation’s financial status and performance to identify areas for potential improvement.
· Provide information to the Board of Trustees to aid with long term and short term decision making.
· Present financial reports to the Board of Trustees.
· Review financial data and prepare annual reports for submission to SiRD 2021.
· Understand and adhere to financial regulations and legislation in relation to meeting SiRD and OSCR (The Scottish Charity Regulator) requirements.

           Performance management
· Through analysis of service outcomes develop detailed business reports to identify and share good practice and learning/developments that will improve service delivery.
· Ensure the service delivered is cost effective and aligns with finders objectives 
· Keep up to date with the National direction of travel for SDS and provide feedback to SG regarding challenges and issues
· 



           Communications
· Ensure the citizens of East Renfrewshire are aware of the SDS forum and the support they can provide.
· Update the current website and ensure the information remains relevant and correct
· Ensure the SDS Forum is represented correctly by local and national media.
· Ensure that publicity materials produced by the SDS Forum, is of high quality and reflective of the work of the Forum.
· Review the current website and and ensure it is fit for purpose
· Ensure the SDS Forum newsletter is produced and distributed on a bi-monthly basis.
· Ensure the initial contact citizen make with the forum is positive and informative

           Partnership working
· Ensure the SDS Forum is represented on relevant statutory joint working groups.
· Ensure the SDS Forum has appropriate links with statutory and Third sector organisations working in East Renfrewshire HSCP
· Ensure the forum members are consulted and involved in the activities and development of the Forum


Work with Forum Members

· Disseminate information about self-directed support services provided by the Forum, as well as statutory and private sectors.
· Advise and inform relevant bodies of the needs of Forum members in relation to Self-directed support.
· Ensure Forum members have the opportunity to participate in the planning of services and any feedback is collated.
· Keep abreast of national and local trends and any developments affecting self-directed support.
· Identify opportunities for promoting awareness of Forum members’ needs and the development of appropriate services and support.
· Work with relevant organisations to extend their knowledge of self-directed support through advice, information and training to staff (on request).
· Ensure specific issues facing people from different minority groups are taken into account in all the above.
· Work with the Board of Trustees to fulfil all governance requirements in line with OSCR or any other relevant regulatory body. 

Other Responsibilities
	
· Achieve all personal performance aims and objectives.
· Adhere to all SDS Forum policies and procedures.
· Ad hoc duties as required.


image1.png
[N Self Directed Support Forum
[74] east Renfrewshire




