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JOB DESCRIPTION

JOB TITLE:            	SACC Manager
 
JOB GRADE/SALARY:  	           GCA Salary Grade 6 £26,002 to £28,891 per annum (pro rata)

CONTRACT TYPE:  	Fixed Term until end of March 2025

HOURS:                        	14 hours per week flexibly over 2-3 days
Flexible working, part-time hours, or job-sharing arrangements will be considered for the right candidate.

LOCATION:		Homeworking/Hybrid/Office based within the GCA office or one of the other SACC organisations depending on home base. 
	Some travel required for meetings, workshops etc.
	
ORGANISATIONAL PROFILE

The Scottish Alcohol Counselling Consortium (SACC) is a Scottish Charitable Incorporated Organisation (SCIO) with current membership of 11 local, voluntary alcohol support agencies from across Scotland. SACC aims to make a meaningful contribution to communities across Scotland by improving counselling and support for individuals and families affected by alcohol and other addictions. 

SACC is passionate about ensuring the views of our member organisations and the people who use their services are heard and contribute to a clearer understanding around alcohol use and recovery.  We have a focus on sharing knowledge, experience and support across members organisations and on increasing partnership working with other organisations concerned with the harm caused by alcohol use.

SACC’s role is to ensure high standards and consistency in the training, accreditation and delivery of counselling for alcohol and other addictions provided by SACC member organisations as well as promoting the recruitment and training of volunteer alcohol counsellors. SACC is constantly looking at ways to increase the reach of our training and support networks to benefit organisations and communities across Scotland.

The post is currently hosted by Glasgow Council on Alcohol (GCA) and the successful candidate will be employed by them. However, location of the office base for the post is negotiable. GCA is a voluntary organisation working with individuals, families and communities to promote healthy, happy and resilient communities free from harm caused by alcohol, drug and mental health issues. GCA’s mission is to provide evidence-based support to individuals, families and communities to improve health and wellbeing across Scotland.

MAIN FUNCTION/RESPONSIBILITY

SACC is looking for a self-motivated, experienced manager with excellent partnership work, organisational and communications skills to take forward SACC’s strategic aims and workplan. The SACC Manager is responsible for the day-to-day management of SACC and will be responsible to an appointed member of the Board of Trustees. The successful applicant will also be responsible for facilitating short-term work stream groups as required and supporting the work of SACC’s training development officer. The SACC Manager has responsibility for reporting on the work of SACC across its membership organisations.

The perfect candidate for the SACC Manager will: -
1. Support the board to develop SACC’s aims and objectives on behalf of the membership and progress these via its workplan.   
2. Identify and manage SACC’s grant funding.
3. Manage SACC’s accreditation and validation processes for the training of volunteer counsellors.
4. Effectively communicate and promote the role of SACC and its member organisations in relation to reducing the harm caused by alcohol and other drugs.
5. Manage the part-time SACC Training Development Officer post.

REPORTING RELATIONSHIPS

The SACC Manager reports to an appointed member of the Board of Trustees of SACC and the CEO of GCA. 

MAIN DUTIES

The main duties and tasks of the SACC Manager include: –
1. preparation of board meetings and papers and production of progress reports for the Board and associated sub-groups
2. participation in relevant management meetings
3. updating SACC policies, processes and procedures as required 
4. identifying funding opportunities; developing funding applications and  producing relevant funding reports for funders as required 
5. effective communication and promotion of SACC to increase organisational membership 
6. co-ordination of key communications, within SACC network and  to external partners, in relation to good practice, policies and procedure 
7. oversight of SACC’s website content and liaison with IT support to develop SACC communications
8. development and maintenance of SACC’s internal networks e.g. SACC membership, supervisors’ network, training participants etc.
9. supporting SACC’s Training and Accreditation Group to develop and implement standards related to SACC training and accreditation - guidance, procedures, evaluation etc.
10. co-ordination and administration of SACC’s Accreditation Process 
11. ensuring COSCA validation for SACC delivered courses is maintained
12. co-ordination of information in relation to Certificate in Advanced Alcohol Counselling Skills training programme which is delivered within the current membership of SACC (including maintaining databases, participant evaluation and COSCA annual monitoring)
13. development and co-ordination of SACC CPD programme 
14. effective management of all administration and data gathering in line with SACC’s workplan 
15. collection and collation of annual statistics from SACC member organisations and development of report.
16. disseminate relevant alcohol/other drugs policy updates and reports to SACC networks and ensure members have opportunity to contribute to relevant consultations.
17. Carry out other duties in line with organisational requirements.
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PERSON SPECIFICATION

SACC Manager

(E = Essential   	D = Desirable)

	QUALIFICATIONS
	

	· Related degree and/ or professional qualification
· Management qualification
 
	D
D

	SKILLS
	

	· Excellent written and verbal communication skills
· Interpersonal with ability to establish and maintain positive effective working relationships with internal and external colleagues 
· Ability to work on own initiative and remotely from line management 
· Project management
· Resilience in reacting to and resolving challenges
· Negotiation
· Ability to identify current policy and research relevant to SACC members 

	E
E
E
E
E
E
E
D


	EXPERIENCE 
	

	· Working with a Board of Trustees or other committees
· Working in or networking with voluntary sector organisations
· Working in the fields of alcohol or substance misuse
· Effective contribution to inter agency partnership working
· Monitoring work progress and taking corrective action
· Identifying problems and resolving issues

	D
D
D
E
E
E


	KNOWLEDGE OF
	

	· IT /computer skills including Microsoft Office, Zoom /Microsoft Teams 
· GDPR, equality and complaints policy and procedures 
· Grant funding application processes and reporting procedures
· The needs and issues faced by individuals, families and communities affected by alcohol and other drug use 
· National approaches to reducing the harm caused by alcohol in Scotland 
	E
D
D
D

D


	OTHER  
	

	· Ability and willingness to work from home or office base and travel to occasional meetings across Scotland, when required
· Ability to work in a demanding environment with minimal support
· Ability to prioritise and cope with changing demands
· Proactive
· Self-directed and highly self-motivated
· Approachable

	E

E
E
E
E
E
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