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Carers Support Manager
Job Description 

	JOB IDENTIFICATION

	Job Title: 
	Carers Support Manager

	Base: 
	Renfrewshire Carers Centre, St James House, 25 St James Street, Paisley, PA3 2HQ  

	Responsible to:
	Carers Centre Manager

	Salary Scale:
	AP5 £29,059 - £31,651
	Pensionable
	Yes

	Hours:
	35 Hours
	
	

	JOB PURPOSE

	Develop and manage a team of staff to provide a range of services to all Carers to:

· Ensure Carers are better supported to enable them to continue in their caring role:

· Empower carers to have their voices heard, their rights acknowledged, and their concerns addressed
· Enable carers to gain access to relevant information and explore their options to make informed choices
· Increase the quality of life, the Health and well-being of Carers
·  Increase the  confidence  of carers and enable them to express their views when communicating with professionals
· Enable carers to continue in their caring role




	MAIN DUTIES & RESPONSIBILITIES 

	Staff Management and responsibilities
· Direct Line Management -To be responsible for the recruitment, induction, supervision, appraisal, development and performance management of various small teams
· To ensure the teams are adequately trained, supported and supervised in accordance with relevant policies and quality standards
· Provide coaching and mentoring as part of the succession planning.
· Work with Line Managers to ensure all services provided by the Carers Centre are delivered, recorded, monitored , evaluated  and reported on in line with the requirements of the Centre’s aims.

· Ensure that guidance, legislation and regulations are adhered to in providing services to Carers

Development
· Prioritise, develop and maintain a range of Carer -led services to meet the needs of the carers in Renfrewshire in agreement with the Centre Manager and the Board of Directors.
· Research new and innovative services for Carers
· Work in partnership with other statutory and third sector organisations to develop services to assist Carers in Renfrewshire
· Work with line managers to review services against the organisations strategic aims.
Service Development and Quality Assurance
· Develop and implement monitoring evaluation systems and processes
· Ensure quality assurance systems and processes are in place
· Regular evaluation and review of the service development as well as annual formal reviews.
· Responsible for the project management and development of
 the service
· Prepare documents/reports/evaluation and statistical data with a high level of accuracy
· Oversee the development of a marketing plan for the Centre
· Promote and raise awareness of carer services throughout the area and develop the brand of the Centre
· Recognise opportunities and initiate action plans to develop the service in response to changing demands
· Develop outreach and community activities in conjunction with other partners 
· To work and develop relations with partners/other organisations and sign post to all appropriate services

Operational Management
· Ensure all of the Centre’s policies and procedures are followed and implemented correctly within the teams.
·  Implement  quality standards to ensure the organisation is able to attain a quality standard.
· Support the administration team to manage day to day running of the premises.
· Provide the Board of Directors with an update on the Centre’s objectives and a summary of what has been achieved on a quarterly basis.

Other Duties 
· Manage own workload on a day-to-day basis and use initiative and judgment to make decisions regarding workload, priorities, to meet changing deadlines. 
· Recognise opportunities and initiate action plans to develop the service in response to changing demands.
· Undertake additional duties as may be required to ensure the development and success of the Carers Centre.  
· Identify own learning and development needs and devise action plans to address.
· Maintain and promote confidentiality of information about people being cared for, carers, staff, volunteers, donors and service business in accordance with GDPR.
· Maintain awareness of Health & Safety Policies and guidelines and ensure mechanisms are in place to promote safety at all levels in organisation. 
· Occasional evening and weekend work may be required. 
 
This job description is indicative of the nature and level of responsibilities associated with this job. It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade. 










	Key Result Areas 

	· Provide a range of quality carer led services
· Ensuring all staff are appropriately trained, supported and developed
· Ensure processes and pathways in place to support carers
· Develop project plans for each service
· Obtain a quality assurance standard for the centre
· Develop a robust people plan




	Knowledge, Training & Experience required to do the Job 

	
· Experience of managing and developing staff
· Have experience project development and management.
· Ability to communicate effectively verbally and in writing.
· Experience of implementing quality assurance standards
· An ability to demonstrate initiative, develop and implement new ideas and to organise own work.
· Ability to manage and develop processes, procedures and systems
· Experience of stakeholder engagement and monitoring & evaluation to ensure quality services.
· Experience of promotion and marketing services



.






Person Specification 

	
	Essential (Ö)
	Desirable (Ö)

	Experience of Managing services
	Ö
	

	Experience of managing and developing staff
	Ö
	

	Experience of project development
	Ö
	

	Experience of implementing processes and pathways
	Ö
	

	Experience of coaching and mentoring staff
	Ö
	

	Experience of monitoring and evaluation using outcome tools
	Ö
	

	Experience of producing reports and analysis to inform business decisions
	Ö
	

	Experience of multi- agency working
	Ö
	

	Ability to negotiate effectively
	Ö
	

	Ability to work under pressure and prioritise workloads
	Ö
	

	
Excellent communication and presentation skills
	Ö

	

	Good organisational, administrative and IT skills
	Ö
	

	Knowledge and understanding of carers and their issues
	
	Ö

	Ability to work on own initiative and as part of a team
	Ö
	

	Knowledge of appropriate ways to seek the views and knowledge of stakeholders
	Ö
	

	Knowledge of best practice for partnership working
	Ö
	

	Driving licence and use of vehicle
	
	Ö
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