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Glasgow Council on Alcohol
14 North Claremont Street,
Glasgow G3 7LE
0141 353 1800



JOB DESCRIPTION

JOB TITLE:            	Partnership Manager 
 
JOB GRADE/SALARY:     GCA Salary Grade 7 £29,416 - £32,148 per annum 

Contract Type:                Fixed Term until end of March 2027
	
[bookmark: _Hlk164094683]HOURS:                        	35 hours over 5 days
	Working approximately 6 Saturdays a year on a rota basis 
	
LOCATION:                      Citywide but based within the GCA office in North Claremont Street, Glasgow

Flexible working, part-time hours, or job-sharing arrangements will be considered for the right candidate.

GCA deliver services over 6 days per week and throughout Glasgow, East Dunbartonshire and East Renfrewshire

MAIN FUNCTION/RESPONSIBILITY

[bookmark: _Hlk164094774]Elevate is one service with two routes to employability: Elevate Glasgow PSP and the Recovery Employability Service. This role is based within the Elevate Glasgow PSP team. The Elevate PSP team work with those in the earlier stages of their employability journey working on building up confidence, training, education and volunteering. Elevate offer a person-centred approach to individuals in their employability journey. This team are also often out in the community networking with our partners within the drug and alcohol sector. 

The Partnership Manager will be responsible for the development, co-ordination and management of the Elevate PSP Team and act as the key liaison and face of Elevate. The Partnership Manager will maintain and develop Elevate ethos to support individuals in their employability journey and deliver performance targets through the team by designing and developing employability initiatives for the benefit of individuals who are in recovery from drugs and/or alcohol.

The Partnership Manager will work closely with the Employability Manager to ensure a cohesive approach to delivering employability support and transition of clients between the service and will be responsible for responding to volunteering applications, volunteer recruitment and co-ordinating volunteer engagement. 

REPORTING RELATIONSHIPS

The Partnership Manager reports to the Head of Community Services.  

MANAGEMENT ACCOUNTABILITY

The Partnership Manager line manages the PSP Team. 



KEY RESULT AREAS
The perfect candidate for the Partnership Manager role will:

Project Management 
1. Oversee and be able to deliver all aspects of the Elevate PSP operational delivery
2. Be confident in recruiting and co-ordinating volunteers
3. Act as the central point of contact and support for staff and partners associated with Elevate PSP
4. Liaise with key stakeholders as well as build new partnership relationships to develop Elevate
5. Devise, implement and coordinate training groups and other employability support activities in consultation with GCA colleagues and participants
6. Carry out monthly caseload management for the team and take corrective action when needed
7. Be responsible for representing GCA at a local and city-wide level at meetings and development sessions within the recovery/employability community 
8. Develop and maintain partnerships with GCA colleagues, participants and external agencies 
9. Be responsible for publicising and promoting services and initiatives both internally and externally utilising digital platform and forms
10. Analyse data collated via the database and present to Head of Community Services
11. Explore and devise opportunities for building service capacity including developing a volunteering programme for Elevate
12. Explore and devise opportunities for extended and developed service user involvement across all Elevate activities 
13. Assist the Head of Community Services to secure additional sources of funding, ensuring the continuation of Elevate.

People Management
1. Supervise and manage staff; including recruitment, PVG membership, induction, training and appraisal as required
2. Provide leadership, vision, direction, guidance and support to the team and volunteers and to work closely with all team members to overcome challenges
3. Delegate work to staff appropriately and oversee case load management therein
4. Carryout regular team meetings, one to one reviews and yearly appraisals
5. Assist in updating all policies, training / induction programmes, best practice guidance, job descriptions, risk assessments, handbooks and protocols relevant to the service.

General
1. Work closely with other Team Managers and the Senior Management Team in GCA to ensure effective communication and integration of the services within GCA
2. Develop and review an action plan for the service 
3. Develop a framework to monitor, record and evaluate the effectiveness of services and report this information to relevant stakeholders including presenting project team updates at Elevate Operational Group
4. Present to funders and monitor compliance on Views database 
5. Promote the unique, person centred work being developed by Elevate 
6. Ensure effective use of resources
7. Nurture a supportive and managed risk culture 
8. Manage the budget 
9. Participate fully as a member of the GCA Team and contribute to its development
10. Keep records in accordance with GCA guidelines and procedures and adhere to confidentiality at all times
11. Carry a small case load of clients 
12. Be friendly, compassionate and naturally able to build relationships with individuals and employers both in person and virtually
13. Undertake any further tasks as required by GCA
14. Carry out any other duties that the Head of Community Services may reasonably request.
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PERSON SPECIFICATION
Partnership Manager
(E = Essential   D = Desirable)

	QUALIFICATIONS
	

	· Related degree and/ or professional qualification

	D


	SKILLS
	

	· Excellent written and verbal communication skills
· Interpersonal
· Teambuilding
· Service Promotion
· Database recording and monitoring 
· Resilience in reacting to and resolving challenges
· Negotiation

	E
E
E
E
E
E
E

	EXPERIENCE OF
	

	· Managing, mentoring, developing and supporting staff and volunteers
· Partnership working and building relationships
· Monitoring work progress and taking corrective action
· Developing services in a co-production manner
· Working within the employability field 
· Identifying problems and resolving issues
· Delivering high performance and quality to agreed standards
· Professional presentation skills and experience
· Using digital technology effectively
· Leadership experience 

	E
E
D
D
E
E
E
E
E
D

	KNOWLEDGE OF
	

	· Employability initiatives and approaches
· Recovery, mental health, homelessness and criminal justice services approaches/ interventions
· Third Sector in Glasgow
	E
E

D


	PERSONAL ATTRIBUTES
	

	· Aligns with GCA’s Values – Respect, Empathy and Collaboration
· Action / solution focused approach to work 
· Self-aware and aware of impact on others 
· Resilient and able to cope with the pressure and demands of the role 
· Takes responsibility for managing own work life balance
	E
E
E
E
E


	OTHER  
	

	· Ability to travel citywide
· Driving license and access to own vehicle 
· Ability to work irregular hours including evenings and weekends when required
	E
D
E
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