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	Job Title:		
	Project Manager, Voiceover Interpreting Glasgow

	Location:
	Govan 

	Hours Per Week:
	21 hours 

	Salary Scale:
	£25,750 per annum (pro rata’d)

	Reporting To:
	Social Enterprise Manager  

	Responsible For:
	Voiceover Staff/Volunteers



PROJECT OVERVIEW 

Govan Community Project is a community-based organisation working in south-west Glasgow. We provide a range of holistic support services for individuals and families in the asylum and refugee community including advice & advocacy, food support, social groups, English classes and a range of community based activities which support community members to build connections in their community. 

To support our charitable activities, we currently operate a successful social enterprise business, Voiceover Glasgow which delivers community interpreting and translation services.   Voiceover is a busy service which delivers interpreting and translation services to customers and has great potential for future development. 

OVERALL PURPOSE OF THE JOB		

The Operational Manager is responsible for the management and development of Voiceover Glasgow Interpreting Services, a social enterprise for Govan Community Project.  The Manager will oversee day to day operations for Voiceover and work with the Social Enterprise Manager to maximise income, identify and develop new business opportunities.  

The Social Enterprise Manager is responsible for all contracted interpreters employed by Voiceover on a self employed basis, and 2 members of admin/finance staff.  

MAIN DUTIES AND RESPONSIBILITIES

Operational Management

· Ongoing recruitment of a diverse team of interpreters to cater for the needs of current and potential future customers
· Delivering the induction, welcome and training of interpreters
· Manage and motivate social enterprise staff and volunteers 
· Provide safe and supportive employability opportunities for eligible community members from Govan Community Project with relevant interpretation skills 
· Manage the day to day operations of all Voiceover activities
· Ensure high levels of customer service 
· Respond to and manage any customer complaints 
· Oversee  financial transactions and ensure adequate credit control functions are in place 
· Implement and maintain all required procedural and policy standards within the social enterprise
· Manage property and health and safety management of the social enterprise

Customer Service/Quality Standards

· To develop positive customer relationships 
· To develop and communicate our quality standards to customers and interpreting staff
· To monitor and evaluate customer satisfaction with service 
· To collate regular customer testimonials for marketing purposes

Business Development 

· Work with Social Enterprise Manager to implement a comprehensive marketing strategy for Voiceover 
· Identify and develop business growth opportunities 
· Ensure the business meets set income generation targets 
· Develop benchmarking knowledge and information about competitor activity to ensure competitive pricing for services 

Other Duties

· Work as part of the staff team to maintain and promote the values and ethos of Govan Community Project. 
· Adhere to all organisational policies and procedures.
· Work with the staff team to contribute towards providing a safe, welcoming, clean and tidy environment for staff and visitors.
· Attend team meetings and contribute to strategic development.
· Perform any other tasks or duties deemed necessary.
· Occasional Weekend or Evening Work may be necessary in this post


PERSON SPECIFICATION 

Essential Qualities 

· Experience in managing a successful commercial or other profit making venture 
· Experience in business planning and marketing 
· Experience in leading and supporting a team 
· Financial and budget management skills 
· Experience in developing and maintaining strong customer relationships 
· Experience in monitoring & evaluation of projects 
· Exceptional organisational and time management skills 
· Ability to work on own initiative 

Desireable 

· Knowledge of human rights, equalities and social justice issues 
· An understanding of the needs of people seeking asylum 
· Experience of working in the 3rd Sector 



image1.jpg
GOVAN
COMMUNITY
PROJECT




