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	Glasgow Council on Alcohol

2nd Floor, 14 North Claremont Street

Glasgow G3 7LE

0141 353 1800


JOB DESCRIPTION

JOB TITLE:  

          Service Manager
SALARY: 

          GCA Salary Grade 7 £28,560 - £31,212
HOURS: 
35 hours over 6 days 

(Includes day & evening shifts plus Saturdays as part of a rota to cover shift pattern of team)

(Flexible working, part-time hours, or job-sharing arrangements will be considered for the right candidate)

LOCATION:
Citywide but based within the GCA office in North Claremont Street, Glasgow

MAIN FUNCTION / RESPONSIBILITY:

The Service Manager will manage GCA’s Integrated Counselling Service. This service offers individual, free and confidential counselling for people experiencing alcohol-related difficulties and those impacted by someone else’s alcohol issue. The service is provided by trained staff, students and volunteers. Individuals access the service either directly or by being referred by another source such as a GP or ADRS Team. The service addresses health and social wellbeing, while promoting and supporting the development of trauma informed practice. 
The post holder will support the Head of Client Services to manage and co-ordinate a high-quality service within GCA, whilst ensuring staff counsellors, volunteers and students receive appropriate supervision, support, and guidance. The service will be provided from North Claremont Street Office and within community settings.
REPORTING RELATIONSHIP:
The Service Manager reports to Head of Client Services
MANAGEMENT ACCOUNTABILITY:
Line management of counsellors, volunteers and students
MAIN DUTIES/RESPONSIBILITY:

The perfect candidate for the Service Manager role will:

Project Management 

· Develop and review all aspects of the service including data management and confidential client files

· Adhere to service regulation such as commissioners and COSCA guidelines

· Support the development and ongoing review of quality assurance systems

· Provide quarterly and annual reports for funders and other reports as required 

· Manage NHS waiting times and the assessment referral system to ensure that resources are efficiently effectively utilised

· Ensure client referrals are triaged to appropriate services 

· Assist in the development of a framework to monitor record and evaluate the effectiveness of the service 

· Carry out caseload management for the team and take corrective action when needed

· To be responsible for representing GCA at a local and city-wide level at meetings and development sessions within the community 

· To develop and maintain partnerships with GCA colleagues, participants and external agencies 

· Establish and maintain constructive joint working relationships with service providers across Glasgow 

· Enhance the delivery of counselling in health centres across the region 

· To be responsible for publicising and promoting services and initiatives both internally and externally utilising digital platform and forums

· Record all work undertaken and contribute to the evaluation and reporting of the service 

· Implement GCAs monitoring and evaluation systems ensuring aims and objectives are met 

· Analyse data collated via the database and present to Head of Client Services
· To explore and devise opportunities for building service capacity 

· To explore and devise opportunities for extended and develop service user involvement 

· Carry out other duties in line with organisational requirements

People Management

· Supervise and manager staff, students and volunteers including recruitment, PVG membership, induction, training, and appraisal as required

· Manage staff and volunteer resources effectively  

· Provide leadership, vision, direction, guidance, and support to staff, students and volunteers and work closely with all team members to overcome challenges

· Delegate work to appropriately, case load management 

· Carryout regular team meetings, one to one reviews and yearly appraisals

· Assist in updating all polices, training / induction programmes, best practice guidance, job descriptions, risk assessments, handbooks and protocols relevant to the service 

General

· In conjunction with the Head of Client Services, co-ordinate and review a service action plan which incorporates short and long-term goals

· Work closely with Head of Client Services and Administration staff to ensure effective communication and continuity of service

· Keep up to date with current thinking and developments in the alcohol and addiction field and share information with other members of staff and volunteers within GCA and apply this to the development of the service

· Maintain and co-ordinate a framework to record individual and service outcomes, help to analyse the data and meet all reporting requirements 

· Ensure effective, efficient and economic use of resources

· Keep records in accordance with GCA guidelines and procedures

· Provide guidance and support as appropriate to other people working in this field

· Ensure that evidence and best practice is applied within the service at all times

· Participate fully as a member of GCA Team and contribute to its development
· Carry out any other duties as required

PERSON SPECIFICATION

(E = Essential   D = Desirable)

	QUALIFICATIONS
	

	· Related degree and/ or professional qualification

· Project/Management qualification


	D
D



	SKILLS
	

	· Counselling Skills and Support Work

· Excellent written and verbal communication skills

· Interpersonal

· Teambuilding
· Service Promotion
· Project management
· Resilience in reacting to and resolving challenges
· Negotiation
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	EXPERIENCE OF
	

	· Manage, mentor, developing and supporting staff

· Manage, mentor, developing and supporting volunteers

· Manage, mentor, developing and supporting students

· Training new staff and volunteers

· Monitoring work progress and taking corrective action

· Developing services in a co-production manner 

· Working within the addiction/recovery field/ community setting

· Identifying problems and resolving issues

· Delivering high performance and quality to agreed standards

· Professional presentation skills and experience

· Experience of using digital technology effectively

· Developing strong partnerships and inter-agency working
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	KNOWLEDGE OF
	

	· Alcohol and additions
· Social model of health

· Trauma-informed practice approach    
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	 PERSONAL ATTRIBUTES
	

	· Proactive
· Self-directed
· Highly motivated
· Approachable
· Empathic
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