[image: image1]Fife Carers Centre

JOB DESCRIPTION - MANAGER
Scottish Charity Number: SC029466
Company Number: 282309


Post Title:

Manager
Full time post:
35 hours per week
Annual Leave:
20 days plus 12 public holidays 
Responsible to:
CEO
Line Managed by:
CEO
Salary:

£34000

Location:
Based at the Fife Carers Centre, 157 Commercial Street, Kirkcaldy, KY1 2NS, with home working. 

As part of normal work, will be expected to travel throughout the local authority and beyond as appropriate.
“A carer is a person who, without payment, helps and supports a relative, child, neighbour or friend who could not manage without their help due to age, frailty, addiction, disability or illness.”
Our vision is to ensure that unpaid carers throughout Fife are valued, recognised, and supported to have equal access to a good quality of life that is not prejudiced by their caring role. 
Aims and Objectives: ·
To secure greater recognition for carers, either as individuals or as a group, with relevant agencies, professionals, and the general public. 
To work with agencies to highlight the rights and needs of carers, individually and generally, and to ensure that these needs are raised with the appropriate agencies.
To develop and offer a range of tools to enable and empower carers, should they so wish, to contribute effectively to areas of planning and decision making that impact on their caring role. 
To develop services that will provide carers with support and information, on both an individual and group basis. 
To monitor and evaluate services on an ongoing basis to ensure outcomes are achieved in an appropriate, efficient, and cost-effective manner. 
To secure sufficient funding and resources to meet the ongoing goals and objectives of the Carers Centre. 
Our Values: 

Carer Centered – providing services that reflect the unique circumstances of each individual. 
Empathy – to accept and work alongside all those with whom we come in contact without prejudice or judgement.

Enabling – people to identify and develop solutions to their problems.

Integrity – to be honest and objective in everything we do and communicate openly and honestly.

Quality – to constantly improve the quality of the service we provide, through seeking and responding to the views of those with whom we work. 
RESPONSIBLE FOR:
In conjunction with the CEO, management of the organisation, its staff, volunteers, and resources.
 
JOB PURPOSE:
To promote and develop services for carers in Fife through the delivery of information and support and thereby maintaining or improving their quality of life and health.
.
CORE TASKS:


The Manager is responsible for:
1. 
MANAGEMENT
Personnel/ Human Resources
· The appointment (in conjunction with the CEO), line management, support and supervision and annual appraisal of staff, including training needs, work plans and mechanisms for monitoring and evaluation.
Organisation and Resources
· Day to day management of the organisation and all its resources including the overseeing of security and servicing of office premises and equipment;
· Overall responsibility for review of information, newsletters and other publicity materials as necessary to promote the profile of carers and their needs;
· Providing relevant reports for CEO and Board;
· Ensuring the management of consultation with carers and stakeholders, subsequently feeding their views to relevant statutory bodies.
3. 
FINANCE
· The management, in conjunction with the CEO and Office Administrator of financial matters, including the preparation of budgets and regular financial reports for the Board;
· In conjunction with the CEO, investigating appropriate funding opportunities and preparing funding applications.
4. 
SERVICE LEVEL AGREEMENTS AND CONTRACTS
· In conjunction with the CEO, the management of Service Level Agreements and/or contracts with the local authority;
· Fulfilling all requirements of agreements with funders.
5.    
COMPLIANCE – in conjunction with the CEO

· Ensuring that the organisation adheres to current legislation in respect of storage of confidential information and any other legislation;
· Ensuring that the organisation meets statutory and regulatory requirements placed upon it;
· Ensuring all recording systems are monitored as required by policies and procedures agreed by the Board;
· Development and maintenance of quality assurance for the organisation.
6.     Undertaking any other appropriate duties at the request of the CEO and/or Board.
All employees are expected to read and abide by the organisation’s Policies and Procedures.
Organisational Chart
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The Fife Carers Centre


Board of Directors





Manager





Befriending Co Ordinator





Office Administrator





Administrative Assistants





Cleaner





Carer Support Workers (CSW'S)





 Hospital CSW's (QMH, VHK & Community)





Locality CSW's (South West Fife, City of Dunfermline, Cowdenbeath, Kirkcaldy, Glenrothes, Levenmouth & NE Fife) 





Specialist CSW's (Neurological, Equality & Diversity, Dementia, Advocacy & Mental Health)





CEO
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