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Job Description

	Job title
	Assistant Manager

	Accountable to
	Service Manager

	Objectives
	Objective 1: To support NRFG to achieve its aims and fulfil its constitution.
Objective 2: To support and assist the Manager at NRFG, with project design, delivery and development.
Objective 3: To uphold NRFG’s values, ethics and positive reputation at all times.

	Hours per week
	P/T 28 hours per week

	Location		 
	Office based – NRFG, 61 Fountainwell Rd, Sighthill, 
Glasgow, G21 1RG
Post requires some outreach demands. Therefore, location of work may vary.
Work from home permitted when appropriate and upon request. 

	Status
	Fixed term June 2023 – March 2026. Possibility of extension, pending funding outcome.

	Disclosure required?
(The post involves contact with children and/or vulnerable adults, and/or access to confidential information about children and families, and/or vulnerable adults)
	Yes – PVG



Responsibilities and accountabilities

1 Recruit, develop and manage community volunteers and other project staff. 
2 Assist with the design, development, delivery and evaluation of our full programme of activities.
3 Identify and respond to community needs, assets, partnerships and opportunities in our service areas.
4 Provide strengths-based and person-centred services and supports to the people we serve.
5 Identify and pursue funding and partnership opportunities.
6 Support the manager with finance management, fundraising and operational tasks.
7 Support the manager to maintain a high level of health and safety at all times.
8 Ensure that all confidential and personal information is recorded, stored, shared and destroyed in line with NRFG’s GDPR policy.
9 Ensure that all NRFG petty cash is managed in line with our policy and procedure.
10 Ensure that any issues in relation to health and safety, food hygiene, and safeguarding are reported to management immediately. This must be communicated both verbally and in writing to ensure that it has been received.
11 Contribute to a clean and tidy office/building.
12 Adhere to the lone working policy.
13 Liaise with stakeholders and contacts, to ensure that NRFG is supported and developed.
14 Support the manager with the agreed marketing strategy – assist with social media maintenance.
15 Participate in any relevant training and development opportunities.
16 Adhere to the content of the staff handbook at all times.

General statement
It is the nature of NRFG that tasks and responsibilities are in many circumstances unpredictable and varied.  All employees are therefore expected to work in a flexible way when the occasion arises and undertake tasks that are not specifically covered in their job description, but still pertinent to their job role.











Person Specification


       Knowledge and Experience

Essential:

1. Experience of project and staff management.
2. Experience of working as part of a team to deliver operational goals.    
3. Excellent IT skills –Microsoft Outlook, Office, PowerPoint, databases. 
4. Experience of recruiting and managing volunteers and staff.
5. Excellent communication and people skills.
6. Ability to use own initiative and work autonomously.
7. Excellent ability in finance management.
8. Experience of working with vulnerable groups
9. Full UK Driver’s license and use of own vehicle


Skills and abilities

      Essential: 

10. Highly organised, with ability to prioritise, plan and deliver work within agreed timeframes and to a high standard.

11. Good power of negotiation and persuasion, and an ability to work collaboratively with others both internally and externally.

12. Takes the initiative to proactively respond to queries, solve problems and resolve issues which arise.

13. Ability to cope under pressure, managing and prioritising work. 	

14. Ability to handle confidential information in a professional manner.

15. Excellent communication skills and an ability to offer support in an understanding and non judgemental manner.

16. Belief in and enthusiasm for the aims of NRFG.

17. Positive can do attitude with a flexible and creative approach to achieving organisational outcomes to a high standard.

18. Willingness to take direction and work alongside staff.

19. Openness to learning and self reflection in order to improve practice.

20. Commitment to promoting a positive NRFG reputation. 

21. Commitment to promoting equality and diversity and tackling discrimination.

22. Willingness to travel.

23. Ability to work out with normal working hours as required.

24. UK Driver’s license and use of own vehicle



Desirable Criteria


25.  Creative industry and/or wellbeing skills or talents.

26. Experience of using social media in a professional context.

27. Experience of monitoring and evaluation.

28. Experience of managing a building.

29. Experience of charity fundraising.


         
Qualifications (Professional, Technical)

Formal qualifications are not essential for this role. However, we would be keen to hear from applicants who have formal qualifications and training, in the following areas:
· Community development
· Project management
· Finance management
· Fundraising
· Safeguarding
· Health & Safety
· Equality & Diversity
· Safe recruitment
· First Aid
· Food hygiene
NRFG is a registered charity and as such requires us to adapt to the needs/demands of funders. This means that our location, staffing, project delivery and financial matters can change with little notice. In accepting this post, you should be aware of the changing nature of working in the voluntary sector.
  


Additional Information
Pay and conditions of service


	
	

	Salary
	£29,000 per annum (£23,200 pro rata)


	Annual Leave
	28 Days (pro rata, as necessary).


	Probationary period
	1 calendar month.


	Notice period
	Four working weeks 
One week during probationary period.

	Hours of work
	28 per week (may on occasion include evenings and weekends)


	Pension
	Optional. Money-purchase scheme and salary sacrifice option is available with NEST:
Employee contribution is 3% of gross annual salary
Employer contribution is 3% of gross salary.


	Employment commenced 

	June 2023
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