DEPUTY MANAGER
JOB DESCRIPTION
Context of role
Reporting to the Chief Officer of Argyll & Bute CAB
Role purpose
· Working in collaboration with the other Deputy Manager(s) to oversee the operation and management of delivering quality advice to agreed standards and advice services
· To deputise for the Chief Officer and other Deputy Manager(s) in their absence
· Provide comprehensive administrative, financial, and operational leadership
Financial Management
· Collate and maintain accurate, up-to-date financial records using Xero and Excel
· Carry-out monthly bank reconciliations. 
· Assist the Manager in developing robust and detailed financial information for: 
· Funding Applications
· Monitoring and Evaluation Processes for all services and projects
Planning and development
· Monitor, assess and/or implement the development plan as required by the Citizens Advice Scotland membership scheme
· Advise the chief officer on staffing and operational issues
· Co-ordinate activities, procedures and systems to promote common policies and practices
· Implement IT and other resource strategies within Citizens Advice Scotland guidelines
· Participate in bureau initiatives and contribute to associated committees and working parties
· Support the strategic development of the bureau to ensure management and services reflect Citizens Advice Scotland's equality and diversity strategy
Service delivery
· Supervise and support service delivery to ensure standards meet Citizens Advice Scotland requirements
· Ensure service delivery and adequate staff cover
· Research and respond to advice needs, particularly for disadvantaged groups
Staff management
At November 2024, this post will have administrative, financial, and operational management responsibility across the bureau.
· Attend regular management and staff meetings
· Create a positive working environment supporting equality, diversity, and staff dignity
· Manage staff performance through: 
· Regular supervision sessions
· Appraisal processes
· Learning and development opportunities
· Plan and allocate work
· Monitor deadline achievement
· Ensure adequate staffing and resourcing
· Implement employment policies and procedures
· Promote teamwork and communication
· Manage recruitment and staff induction
Administration and Information Management
· Oversee administrative systems
· Develop and maintain effective filing and information retrieval systems for: 
· Electronic documentation
· Paper documentation
· Ensure timely information distribution to: 
· Managers
· Advisers
· Volunteers
· Board Members
· Assist with maintaining organizational policies and procedures
· Source and order office supplies and services
· Handle general, written, and telephone enquiries efficiently and professionally
· Ensure smooth information transfer between appropriate workers
Learning and Development
· Work on own initiative, seeking manager support as needed
· Identify and implement personal learning and development needs
· Maintain the service area's learning and development plan
· Identify staff learning needs through supervision
· Organize learning and development activities
· Participate in regular team meetings
· Maintain professional skills through: 
· In-house training
· External training
· Continuous personal development
Additional Responsibilities
· Carry out any other duties relevant to the post as directed by the Chief Officer
· Promote CAB service aims and membership requirements
· Abide by health and safety guidelines



