GLASGOW EAST END COMMUNITY CARERS

JOB DESCRIPTION

Job Title:

Carers Hub Manager
This is a key hands-on position within our organisation – The Hub Manager will lead a small team of support workers to deliver services that will improve the lives of unpaid carers in the East End of Glasgow.
Key Responsibilities:
· Work closely with the Chief Executive Officer and the Homecare Manager to develop the organisation’s potential and expand the services on offer to carers.
· Oversee the provision of all services for carers provided by the Hub ensuring that the delivery of these services is to the highest standard and in accordance with the Carers’ Strategy.
· Prepare and agree with Chief Executive Officer and the Board of Directors Strategic and Operational Plans that prioritise work and provide performance indicators and measurable outcomes.
· Manage the identification of ways of enhancing support and service provision for carers, which are responsive to the needs of carers within the area served.
· Manage and play an active role in the Hub’s activities and events to support carers and increase awareness of the Carers Hub within the catchment area.
· Lead the promotion of increased training opportunities for carers and facilitate the delivery of training by agencies involved in supporting carers.
· Ensure all the Carers Hub employees always show a commitment to equal opportunities policies.
· Ensure the ongoing financial stability of the centre and while completing grant applications to maximise fundraising, allowing the Hub to provide more opportunities for carers.
· Manage social media and website updates as necessary and links with carers.

· Maintain appropriate links with carers to ensure that they are fully informed of the service provision.

Management Responsibilities:

· Manage the recruitment, training, and support of all paid staff within the Carers Hub.
· Ensure all records are maintained within the Carers Hub that will inform the evaluation of services in line with the needs of funders.
· Ensure that the working environment complies with Health and Safety Regulations and legal requirements and that all staff are aware of their responsibilities in terms of their own safety and that of colleagues and visitors to the Carers Hub.
· Ensure all administrative systems of the office are appropriate and in place.
· Communicate with Carers’ Hub staff to ensure that personnel are fully informed and trained to enable them to carry out their job effectively.
· Participate in relevant networks to be aware of current developments with regards to carers’ needs and support both nationwide and locally
Responsibilities in respect of the Chief Executive Officer:

· Advise the Chief Executive Officer in facilitating and reviewing policy.
· Provide written reports for the Board on a bi-monthly basis.
· Facilitate links between the Chief Executive Officer and other partner agencies as appropriate.
· Undertake any other duties which assist the Chief Executive Officer to develop the Carers Hub in accordance with the aims, objectives and legal requirements of the Organisation as determined by the Board of Directors.

