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                   JOB DESCRIPTION
POST TITLE:	Part-Time Deputy Services Manager

RESPONSIBLE TO:	Director
RESPONSIBLE FOR:	All Staff

Key Objectives:

Reporting to the Director, you will play a pivotal role in the strategic leadership of DataKirk, working closely with the Director and the Senior Management Team. You will be responsible for overseeing income generating projects, representing DataKirk on strategic boards, and building and strengthening partnerships with third sector organisations and corporate entities. Your proactive approach will be critical in advising and supporting staff in strategic decisions and identifying opportunities and threats to the Charity.

Leadership Management and Governance

(1) Act as the representative of DataKirk on key strategic boards, advocating for the organisation's interests and objectives.
(2) Collaborate with the CEO and Senior Management Team to provide strategic leadership and shape the direction of DataKirk, ensuring alignment with the organisation's mission and goals
(3) Ensure the Charity’s compliance with funders’ and regulatory bodies requirements and fulfill all legal obligations in line with industry best practices.
(4) Collaborate with the Director to allocate resources effectively, ensuring projects are adequately resourced to meet their objectives.
(5) Oversee the effectiveness and regular review of internal controls, including risk management, external and internal audit processes
(6) Provide leadership and support to facilitate the successful execution of strategic decisions among all staff and establish robust systems for monitoring and reporting on progress and performance.
(7) Advise the Charity on matters related to governance, ethics, regulations, and financial transparency in alignment with established principles
(8) Ensure that all income-generating projects and partnerships comply with relevant legal and ethical standards.

Staff Leadership

(1) Support other members of the Management Team and ensure there is supervision of other staff to ensure the smooth running of the Charity
(2) Ensure that annual staff appraisals are carried out and that appropriate staff training opportunities are made available and implemented in accordance with the needs of the Association.
(3) Ensure that all staff receive the appropriate training and development to enable the Association to meet its aims and objectives. Support staff to develop their full potential for the mutual benefit of both them and the Association.
(4) Ensure the well-being and welfare of staff on a day-to-day basis.




Planning and Control

(1) Formulate and assess DataKirk's annual strategic plans and provide comprehensive reports to the Board as needed.
(2) Take overall responsibility for monitoring performance against targets in all areas of activity, taking corrective action and reporting to the Board as required.
(3) Take operational responsibility for the Association’s financial well-being, risk management and internal audit.
(4) Ensure the suitability of the Association’s ICT systems and that appropriate cyber security safeguards are in place and operate effectively across the organisation.


       Community and External Relations

(1) Foster the image of Charity by identifying, cultivating and strengthening relationships and partnerships through networking events and strategic meetings with current and prospective organisations within the sector.
(2) Promote good working relations with the relevant authorities, the local community and with local agencies and develop long term partnerships to meet agreed aims and objectives.
(3) Establish and maintain exemplary standards in written and verbal communications with stakeholders and partners, ensuring excellence in publications and interactions with external agencies and the general public.
(4) Oversee and participate in appropriate wider role activities as determined from time to time by the Board of Directors.
















           SUMMARY CONDITIONS OF SERVICE                       November 2023

POST:	Part- Time Deputy Services Manager
CONTRACT DURATION:	Temporary- 12 months role

SALARY:	 £28,000- £30,000

HOURS OF WORK:                           21 hours per week (Part Time)

LOCATION:                                        Codebase Office, Edinburgh, EH39DR -Onsite
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