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Service Manager Job Description


Post: 			Service Manager 
Responsible to: 	Board of Trustees
Contract: 		permanent
Hours of work: 	negotiable, between 25-35 per week
Salary: 		£42,663 pro rata (Living Wage employer, salary increase in April).
Location:		New Volunteer House, 16 East Fergus Place, Kirkcaldy KY1 1XT 
(hybrid working + travel around Fife)


MAIN ROLE

· Overall responsibility for operational management of a Fife-wide mental health service.
· Management of team of staff and volunteers.
· Overall responsibility for financial planning, management and accountability.
· Monitoring and evaluation.
· Communication, marketing and promotion.
· Proactive development of the service to meet the needs of service users in line with current mental health strategies in Fife.


MAIN DUTIES AND TASKS

General
· The management and day to day operation of a Fife-wide mental health service.

Staff and Volunteers
· Provide day to day management and support for all staff and volunteers of the service.
· Identify, source and implement relevant training, ensuring staff and volunteers can carry out their roles effectively.
· Ensure support and supervision is given on a regular basis.
· Recruit additional staff members when required.
· Oversee recruitment of volunteers to the service.
· As a Lead Signatory, ensure that PVG checks are undertaken for all Trustees, staff and volunteers.

Administration and Finance
· Monitor and control the finances, including the maintenance of all financial records, groups finances, volunteer expenses etc.
· Manage the service administration and the budget allocated to ensure best value.
· Ensure that Annual Report is prepared on time for AGM and uploaded to OSCR afterwords.
· Liaise with the bank, accountants and any other identified personnel deemed appropriate by the Board of Trustees.

Policies and Procedures
· Ensure policies are up to date and the new policies are written and implemented when required.
· Ensure Express Group Fife meets all legal requirements in line with the Health and Safety at Work Act, Data Protection, Employment Law etc. 

Funding and Service Development
· Prepare funding applications and Service Level Agreements.
· Research information that may be required to access funding for development of the service.
· Source funding in order to service development in line with good practice guidelines and to meet the needs of the service users.

Partnership Working
· Develop and maintain constructive working relationships with statutory and other agencies.
· Ensure that all staff, volunteers and service users have their views heard in relation to service development and delivery by arranging regular consultation events/exercises.
· Participate in relevant professional fora, working groups etc.

Monitoring and Evaluation
· Ensure statistical information is readily available for accessing funding, providing information to Fife Health and Social Care Partnership (FH&SCP) and others.
· Develop service evaluation tools in consultation with the Board of Trustees and in line with good practice guidelines and FH&SCP.

Promotional Work
· Develop promotional materials and ensure they are distributed across Fife.
· Promote the work of Express Group Fife via any possible routes.
· Organise AGM and ensure it is demonstrating the work of Express Group Fife and any developments that have been made.

Board of Trustees
· Attend Board of Trustees Meetings and provide reports about the service.
· Work alongside the Board of Trustees and assist the office bearers to carry out their roles if necessary.

Qualifications (desirable)
· HND Level or above in a relevant discipline e.g. Business Management, Social Care.  
· Experience of working with individuals with mental health problems.


The Postholder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations would not justify the re-evaluation of a post. In cases, however, where a permanent and substantial change in the nature of the duties and responsibilities of a post occur, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.


Service Manager Person Specification 

Express Group Fife wishes to encourage applications from people with disabilities. Where the Person Specification calls for particular qualifications or experience, we will consider waving these requirements if an applicant who could not achieve them because of a disability can demonstrate they would capable of performing well in the job and fulfils the criteria in other respects.


	AREA
	ESSENTIAL
	DESIRABLE

	Qualifications
	
	· HND or above in a relevant discipline, e.g. Social Care, Business Management

	Knowledge
	· Needs and key issues faced by people with mental health problems
· Current legislation, policies and strategies relating to the role
· Charity finances

	· Political and social context within which social care 3rd sector organisations operate
· Current health issues and issues around inequalities in health
· Equal opportunities, confidentiality and safeguarding

	Work Related Experience
	· Managing staff team 
· Working in partnership with statutory agencies 
· Strategic approach to planning and implementing policy
· Responsibility for a large budget
· Successful fundraising/grant applications
	· Working in 3rd sector
· Working with or managing mental health service
· Working with and supporting volunteers
· Monitoring and evaluation
· Marketing and promotion
· Sourcing and implementing relevant training

	Work Related Skills
	· Working as part of a team and on your own
· Good communication skills (both written and verbal)
· Good administration and organisational skills
· Organising and prioritising work effectively
· Building working relationships with a wide range of people
· Reporting, including financial
· MS Office
	· Working in informal settings
· Defining clear expectations
· Involving others in decisions



	Personal attributes
	· Integrity and compassion
· Proactive leadership
· Solution focused
	· Creativity and flexibility
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