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JOB DESCRIPTION
Service Manager
Salary - £38000

1. JOB TITLE 
Service Manager 

2. MAIN FUNCTION / RESPONSIBILITY 
FASS is looking for a highly motivated, proactive and experienced manager to join our team. Your 
role will be to manage and develop high quality services for families affected by a loved one’s 
alcohol/drug issues. 

You will be expected to manage and take responsibility for all aspects of the smooth running of 
FASS. 

This post requires you to have a qualification in Social care SVQ level IV, child development, 
education or equivalent. 

You will have significant experience in managing a service as well as overseeing a budget of circa 
£300k yearly so it is important you have experience in overseeing and operating financial controls. 
You will need a broad understanding of the impact alcohol & drugs has on families and the 
supports FASS can provide to assist families to cope and remain resilient. 

Your role will be to manage and develop the service, manage, develop and support staff and 
volunteers to ensure services delivered are high quality and make a positive impact on the lives of 
families affected in this way. 

Must have excellent management and organisational skills with experience at a level suited to this 
post and demonstrate how these skills fit into the running of the service. You must have 
experience in administering finances and operate proper financial controls. Ideally you will already 
have experience of managing a service in the voluntary sector. 











Whilst you can expect a degree of self-determination, you will be accountable to a Board of 
enthusiastic and experienced people who will expect you to operate a system of reporting at 
regular intervals. It will also be part of your responsibility to prepare reports for funders and 
explain the contents as required. 

Management of staff is vital and you will be expected to motivate and inspire staff to fulfill the 
Service requirements. 

As the service is delivered in partnership with a range of individuals and organizations, you will be 
expected to play a major part in forging links with relevant organizations and managing these 
partnerships. 

You will have a proven track record of developing strong relationships at every level with 
commissioners and key stakeholders in the health and social care sector. 

3. REPORTING RELATIONSHIPS 

Provide monthly reports to FASS Board and FASS funders as and when required. 

4. RESPONSIBILITIES 

4.1 To lead and deliver a service that provides supports parents and family members affected by 
a loved one’s drug and or alcohol addiction 
4.2 Motivate, empower and lead a team of 5 + staff and a variety volunteers, providing periodic 
Support and Supervision sessions to staff and weekly team meetings. 
4.3 Be responsible for FASS’ budget including exercising financial constraints and overseeing 
financial controls, working closely with the Finance Officer. 
4.4 Provide projected financial running costs and reports as and when required by the Board, in 
liaison with the Finance Officer. 
4.5 To develop, maintain and deliver a range of support services to best meet the needs of clients 
FASS supports and contribute to the strategic development of the service. 
4.6 To create and maintain a positive, supportive and achievement oriented attitude within the 
team as indicated by good timekeeping, low sickness rates, and positive feedback from staff, 
volunteers and clients. 
4.7 Prepare and attend FASS meetings on a weekly, monthly and quarterly basis. 






4.8 Ensure FASS presence and input at a variety of ADP and other relevant meetings throughout 
Glasgow
4.9 Work in partnership with statutory, community and voluntary Organisations in Glasgow to 
promote FASS service and strengthen working relationships. 
4.10 Oversee the completion and filing of annual returns to charity regulator OSCR and Companies 
House. 
4.11 Complete periodic Purchased Service Report for Glasgow Addiction Service. 
4.12 Complete Glasgow City Council’s Restricted Standing List as and when required. 
4.13 Responsible for ensuring that HR, H&S and other organizational policies are periodically 
updated, fully implement and cascaded to the relevant personnel. 
4.14 Drive forward and implement FASS events such as yearly Ecumenical Service, Kinship 
conferences, Social and PR events. 
4.15 To establish and maintain constructive joint working relationships with other service 
providers, particularly with those who can provide training and development sessions to FASS 
4.16 Work with staff and other providers to identify funding opportunities for FASS. 
4.17 To participate fully as a member of the FASS team and to contribute to the development and 
evolvement of the organization. 
4.18 Any other duties appropriate to this post in line with the needs of the Service. 
4.19 Membership of the Protection of Vulnerable Groups Scheme or Standard Disclosure will be 
essential on taking up appointment.
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