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Job Description




Title of Post:  	      Carer Support Services manager
Employer:	     MECOPP (Minority Ethnic Carers of People Project)
Work Pattern:     Hybrid
Office Location:    MECOPP, Norton Park, 57 Albion Road, Edinburgh EH7 5QY
Hours:		    24  hours per week
Contract:	    1year fixed term (extension subject to funding)
Salary Scale:	     £34,490 per annum (pro rata)
Reporting to:      Chief Executive Officer (CEO)


Introduction
MECOPP is Scotland’s leading Black and Minority Ethnic (BME) carers’ organisation, providing a wide range of care and support services to carers and cared-for people from minority ethnic and other marginalised communities.
This is a newly created managerial post, responsible for providing operational leadership, strategic oversight, and team management for our carer support services across Edinburgh and the Lothians. The services include advice and information, advocacy and casework, social, recreational and therapeutic activities, and community events.

Purpose of the Role
To manage and oversee the day-to-day operations of MECOPP’s carer support services, ensuring high-quality outcomes for carers and the effective performance of the team. This managerial role includes overseeing a personal caseload, driving service performance, ensuring compliance with funder requirements, and providing leadership, coaching, and development opportunities to staff.

Key Responsibilities
1. Lead the operational management and strategic delivery of carer support services, including staff, resources, and budgets.
2. Manage caseload, charity log, providing direct support, guidance, and advocacy to carers where required.
3. Act as the first point of operational leadership for the carer support team, providing guidance and decision-making support.
4. Monitor and ensure achievement of service targets, outcomes, and work plans.
5. Develop, implement, and oversee monitoring and evaluation processes to evidence impact and inform service improvement.
6. Ensure timely and accurate reporting to funders, the CEO, and the MECOPP Board.
7. Represent MECOPP at multi-agency planning, policy, and community forums.
8. Promote learning and knowledge-sharing within the team and across the organisation.
9. Provide leadership, coaching, and supervision to team members, ensuring skills, knowledge, and confidence are developed.
10. Facilitate regular team meetings, progress reviews, and operational check-ins.
11. Contribute to organisational strategic planning, joint Senior Management Team meetings, and organisational governance processes.
12. Undertake additional tasks and projects as directed by the CEO in support of organisational priorities.

Management and Accountability
1. Provide operational updates and strategic insights to the CEO and MECOPP Board.
2. Participate in regular management supervision sessions with the CEO.
3. Ensure compliance with MECOPP policies, procedures, and values.

Conditions of Service
1. Annual Leave: 25 days per year plus public holidays (pro rata).
2. Pension: Option to join MECOPP’s group pension scheme or receive contributions to an existing scheme (8% employer and employee).
3. Union: MECOPP recognises the appropriate trade union.
4. Equal Opportunities: MECOPP is committed to being an equal opportunities employer.
5. Travel Expenses – work-related travel expenses, with appropriate receipts, will be reimbursed on a regular basis.

Person Specification
All of the following requirements will be assessed from a combination of information provided on the application form, the interview process and references:

	
Skills & Abilities

	
Essential
	
Desirable

		Relevant qualification in social care, health, or related field



	



	√
	

	Strong interpersonal skills with the ability to lead, inspire, and develop a team based on mutual trust, respect and empathy
	√
	

	Strong written and verbal communication skills
	√
	

	High level of IT literacy, including proficiency in Microsoft Office, data management, and CRM systems
	√
	

	Strong organisational skills with the ability to use own initiative, organise own workload, prioritise, and manage sometimes competing demands
	√
	

	Ability to develop partnership working between a range of organisations and to network effectively
	√
	

	Ability to demonstrate an active commitment towards equal opportunities and anti-discriminatory practice
	√
	

	Ability to speak relevant community language 
	
	√

	
Experience

	
Essential
	
Desirable

	Demonstrable direct line management experience (minimum 2 years) to include staffing, operational management and financial resources
	√
	

	Experience of advocacy and casework delivery
	√
	

	Experience of working with minority ethnic communities  or other marginalised groups
	
	√

	Experience of using monitoring and evaluation tools/techniques to evidence positive outcomes
	√
	

	Experience of participation in multi-agency groups
	
	√

	
Knowledge

	
Essential
	
Desirable

	Knowledge of outcomes and asset-based approaches
	√
	

	Understanding of current issues informing and influencing self-directed support, the personalisation of care and co-production
	√
	

	Knowledge of health and social work structures
	√
	

	Knowledge of current social care policy and legislation
	√
	

	Knowledge of informal caring 
	√
	

	Knowledge of current equalities policy and legislation
	
	√

	
Other

	
Essential
	
Desirable

	Current driving licence, with access to own transport and willingness to travel
	
	√

	Occasional evening and weekend work may be required
	
	√



Closing date:  27th October 2025
Interview dates:  3rd November in person.

For an informal discussion about this position, please contact  info@mecopp.org.uk

Please note that CV’s will not be accepted
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