Job description
	Job title:  Representation and Services Team Lead 


	Reports to:  Senior Management

	VASA is the TSI (Third Sector Interface) for South Ayrshire with a Scottish Government remit to deliver core support to the sector. In addition VASA also deliver a remit for the Health and Social Care Partnership (HSCP) which includes the delivery of a variety of services.
As this role is responsible for 2 distinct elements of VASA’s overall remit, the ideal candidate would have the following attributes:

	· Creativity

· Innovation

· Commitment

· Strong Team Work
	· Enjoy a challenge

· Strong networking skills

· Reactive decision making



	Responsible for: 
· The post holder is responsible in being the conduit between the Third Sector and Public Sector ensuring a strong, meaningful relationship continues to grow.

· The post holder will also be responsible for supporting the development of some of the VASA Services and line managing a small team of staff, co-ordinators and volunteers.
· The post holder will be responsible for relevant reporting, communication and actions in regard to the above-mentioned roles.

	Main purpose of job: 
This is a senior post within VASA and forms part of the overall management team. 
Representation:

· To ensure that all Third Sector organisations have the opportunity to be represented at a strategic level 
· Create an effective and efficient structure to allow meaningful dialogue between public sector partners and third sector organisations, allowing the sector to have a voice in strategic reviews and consultations
· Engage with the whole of the Third Sector at local level via networking events and through facilitation of Third Sector Forums. There are a variety of themed forums and meetings with a heavy focus around Children and Families Services. It is imperative that relevant actions are delivered in line with the VASA Management strategy
· Work with other Core VASA Team Members to produce an annual South Ayrshire Third Sector Impact Report to promote and celebrate the overall contribution from the sector on the local community
· Attend a variety of themed strategic meetings with partners as a representative of the third sector in South Ayrshire and communicate relevant information.
Services:

· To support existing co-ordinators, who deliver the day-to-day operational element, in the development of a variety of VASA services

· Work with the relevant team members and management to ensure VASA continues to be accredited with the IIV (Investors in Volunteers)

· Recruit, induct and support Food Pantry volunteers

· Support co-ordinators in the recruitment and retention of VASA volunteers

	Location: 

Based in Ayr but will need to travel throughout South Ayrshire.
NOTE: This post is office-based with no option for hybrid working

	Hours: 

35hrs per week (with option for 4 day (9.25hrs) working week, having every second Friday/Monday off)

	Salary: £29,593 per annum

	Holidays: 36 days per annum (all floating except Xmas/New Year)


Main tasks
	
	Task

	1
	Ensure that the Third Sector has a key role at Strategic and Operational meetings that are relevant to the sector 

	2
	Grow and develop each of the forums to meet the needs of the local third sector, ensuring a robust communication system is in place between all parties including internal VASA Management 

	3
	Ensure the production of literature, including the annual SA Impact Report is met in a timely manner, co-ordinating requirements with other staff members

	4
	Attend a range of meetings with the public, and occasionally private sector, which are relevant to the third sector 

	5
	Participating in a weekly SMT (Senior Management Team) meeting to share info / intelligence and ensure we are on track with strategic goals

	6
	Contribute to statistical and data collection relevant to sharing with the sector virtually

	7
	Ensure communication and understanding of each of the VASA services is on-going, supporting co-ordinators for each service in their development

	8
	Work as part of the management team to submit funding applications when necessary

	9
	Be part of the VMT (Volunteer Management Team) to ensure VASA volunteers have a good quality volunteering experience

	10
	Carry out quarterly support & review of services staff members

	11
	Recruit, induct and support Food Pantry volunteers

	12
	Occasionally be part of a development sub group when planning events, contributing to the delivery

	13
	All VASA staff are expected to work in a flexible manner and assist Line Managers in the discharge of their responsibilities, particularly the following:

· Maintain a best value culture

· Contribute to a positive and inclusive working environment within which regular performance review takes place and undertake further training, as appropriate
· Ensure safe working practices in which the health, safety and welfare of colleagues are not jeopardised

· Participate in the implementation of effective operational plans to meet the objectives of VASA services


Skills, Knowledge & Experience

Essential:
· Management experience of staff and/or volunteers

· 3 years min experience working in the third sector

· Excellent office IT skills 
· Facilitation skills

· Service development experience

· Good communication skills both written and verbal

· Excellent data collection, analysis and report writing 

· An understanding and commitment to equality and diversity

· Car owner and driver

· Ability to work flexible hours if required

Desirable:

· Educated to HND level or above 
· Knowledge of Childrens Services
· Event/project management skills

· Experience of delivering training 
This job description is intended as a general indication of the main responsibilities of the job and does not include detailed instructions on how tasks are undertaken.  You may be required to carry out additional tasks within your capability as necessitated by your changing role within the organisation and to meet the needs of the business.
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