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Person Specification and Job Description – Depute Visitor Centres Manager

Responsible to: Trustees of Forth Valley Inclusion
Work Base: HMP & YOI Stirling and HMP Glenochil
Hours: 30 hours per week flexible over 7 days
Salary: £24,960 per annum
Pension: Employer’s contribution of 5% of salary
Period of employment: The initial contract is to 31st March 2026
Extendable annually thereafter subject to continuation of Scottish Government funding at its current level

OVERVIEW

The Depute Visitor Centres Manager (DVCM) has primary responsibility for the day-to-day operation of the visitor Centres with significant interface with clients, volunteers, SPS and partner agencies. 

The DVCM will work with the Visitor Centres Manager, fully deputising when required, to coordinate the operation of the Visitor Centres at HMP Glenochil and HMP Stirling ensuring the Centres are open at the specified times and delivering an efficient and effective service. 


RESPONSIBILITIES

General
	
· To line manage front line staff and coordinate and supervise the work of volunteers
· To work with a group of volunteers in providing support and guidance to visitors and to assist   in induction, training and organizing the Volunteer Rota for both Visitor Centres
· To assist in the identification of potential volunteers and contribute to their training and supervision
· To build relationships with visitors and, in collaboration with others, to identify areas of unmet need amongst visitors and to work towards specified project outcomes
· Delivering, in conjunction with front line staff and volunteers parenting and wellbeing programs to prisoners’ families and individuals in custody
· To initiate contact with visitors and offer support and advice as appropriate
· To liaise with prison staff to ensure the smooth operation of the service 
· To be a signpost for visitors directing to other agencies as appropriate to need
· To network with outside agencies to secure appropriate points of referral for support on the relevant range of issues arising from contact with visitors.
· To be responsible along with the Visitor Centres Manager for staff/volunteer deployment.
· In conjunction with the Visitor Centres Manager to analyse and collate evaluations of activities and events within the project
· To develop evaluation tools along with the Visitor Centres Manager
· To assist in the smooth running of the administration of the Centres including compliance with Health Safety and Fire Regulations, FVI and SPS policy
· To work with flexibility recognizing that in a small organisation the ability to change role will be necessary, because of varying workloads and changing availability of others
· To support the Visitor Centres Manager with the development, design and delivery of comprehensive training programs covering self, all staff, and volunteers, all to ensure compliance and adherence to best operating practices.
· To attend any external training or promotional events as advised by the Visitor Centres Manager. 



Quality Assurance
· Participate in evaluations of the Service provision, measured as outcomes ensuring that the highest standards of services provided are implemented and achieved
· To review along with the Visitor Centres Manager evaluations of activities and events within the project identifying any lessons to be learnt and implemented
· To develop along with the Visitor Centres Manager quality standards for all measurable operations within the Centres focusing on quality-of-service delivery

Communication
· [bookmark: _Hlk149298960]To attend and contribute to Board Meetings in the absence of the FVCM as required
· To co-operate fully with Families Outside, or such other coordinating body as the Scottish Government may appoint, and attend national Centre Manager meetings in the absence of the FVCM as required
· To attend and actively participate in the schedule of formal meetings as agreed by the main partners in this operation and to ensure that proper minutes /action points are duly taken/ produced and circulated to those previously identified
· To ensure Volunteers, who are an indispensable part of the service delivery, receive training and support
· To foster positive relationships with all staff; regularly communicating with them on all pertinent matters and encouraging participation and positive feedback
· To  promote the work of the Charity along with those external agencies and volunteers accessing both Centres 

These duties may be changed following discussion with the Job holder  


Person Specification /attributes
· 2-year minimum experience working with children, young people, volunteers  or socially disadvantaged groups 
· An understanding of the Scottish Criminal Justice system in general and Prison systems in particular would be a distinct advantage
· Good interpersonal skills with the ability to work with diverse organizations in both public and private sectors including volunteers
· Sound proven negotiating skills 
· Proven working knowledge and experience in administration  
· Capable and comfortable in dealing with change 
· High ethical standards
· Good planning and implementing skills both for long term and short-term situations
· An understanding of child protection/safeguarding/data protection procedures.
· Knowledge of disabilities would be an advantage   
· Good literacy, numeracy, and IT skills.






image1.png
FORTH VALLEY
INCLUSION

suPPORT FOR PEOPLE 1N




