Community Services Manager

POST TITLE:
Community Services Manager

1  BASE
Women’s Aid Leicestershire Ltd, Leicester

2  SALARY

NJC SO2 

3  HOURS OF WORK
37 hours per week. Includes some evenings and weekends

4  MAIN TASK
To develop and coordinate support services and programme of activities for victims of domestic abuse and their children living in the Community  or in Refuge Accommodation managed by WALL.
To oversee, and manage the team of staff providing this support. 

5  Key Responsibilities

· Service Co-ordination. This includes management of staff and resources to enable to community based services to function efficiently and effectively.

· Service Development. This includes understanding the needs of service users and developing/improving services to meet those needs, and promoting the service to potential users.

· Service Delivery. This includes working alongside Agencies and work colleagues to deliver support services to service users and their children.
· General. This includes all duties that ensure the safety, and effectiveness of the outreach team, and broader responsibilities that contribute to the development of WALL.

6  Duties

6.1 
Service Co-ordination 

· To produce an integrated service plan for service users living in the community. 

· To co-ordinate the programme of activities for service users and their children in the community. This may include the co-ordination of a service user’s forum.

· Responsible for the day-today management of staff and volunteers, ensuring appropriate and effective delivery of services to survivors.
· To assist in the volunteer training programme and domestic violence awareness training to external organisations and agencies

· To assist in the deployment of staff to ensure the continuation of services during periods of staff leave and/or absence.

· To assist with the regular collection of statistical data and monitoring of support services operating within the community. 

· To keep clear, accurate records and maintain confidential files on service users and their children in Community based services.
· To maintain a record of equipment needed, order new and replacement items when required and ensure regular maintenance and health and safety checks of equipment.
· To attend staff meetings team meetings and meetings of the Board of Directors and its subgroups as appropriate

6.2
Service Development

· To regularly assess needs of service users and staff, identify gaps in service provision, and make recommendations for improving  and developing services in the community.

· To work with partner agencies in developing and improving services delivered by WALL.

· To assist in the development of WALL policies and practices, and ensure all staff are able to apply to their own practice

· To publicise the services and ensure adequate information to potential service users

· To work with others to develop adequate local networks of support for service users

· To support the administrative systems and use effectively in providing high quality services.
· To identify potential sources of funding and assist in completing funding applications.

· To help in the development and promotion of WALL training services to external agencies and individuals and specifically to raise awareness of the effects of domestic violence on children.

· To represent WALL to relevant external agencies. This includes participating in local activities/campaigns to promote better understanding of domestic and sexual violence.

· To keep up to date with policy and practice in your area of work and undertake staff development and training relevant to the post.

6.3
Service Delivery

· Ensure effective monitoring and evaluation systems which assess intake, output, and outcomes of the service, to inform service and strategic development
· To provide support for individuals, be responsive to their needs, represent them at meetings with external agencies as necessary, and refer them onto other agencies where appropriate.

· To be part of the rota of outreach services, this includes regular evenings and some weekends. 

· To keep clear and accurate records and maintain confidential files on service users

6.4
General

· To act in accordance with the policies and practices of WALL. In particular to maintain the strict confidentiality of the Refuges.

· To act in a fair and supportive way and positively promote equal opportunities and eradicate discrimination

· To work in a safe and responsible way ensuring that safety procedures are followed and that you do endanger yourself, your colleagues or service users

· To be punctual, and minimise absence from work.

6.5
Other duties commensurate with responsibilities

· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this role

6.6
Line Management relationship

· Post holder will be line managed by Head of Operations.
PERSON SPECIFICATION:

Outreach Manager

	Category
	Essential Requirements
	Desirable Requirements
	Method of Assessment

	Qualifications


	Relevant degree or equivalent experience (social work, youth work, teaching)
	Counselling Qualification

First Aid qualification

	Application Form & copies of certificates taken

	Experience 


	Experience of working with vulnerable adults and children

Experience of working in a multi-cultural context

Experience of supervising and supporting staff and volunteers

Experience of writing delivery or individual development plans

Experience of liasing effectively with other organisations and agencies

Experience of financial monitoring and working to a budget

Experience of planning and evaluating own and other’s work

Experience of fundraising and making grant applications


	Experience of working in the voluntary sector

Experience of working in an outreach context

Experience of project development

Experience of training others
	Application Form, Interview and References



	Knowledge and Skills
	An understanding of domestic violence as it affects both women and children

Able to empathise and communicate well 

Working knowledge of equality and diversity

Good administrative skills, including ability to write reports

Working knowledge of ICT

Ability to maintain confidentiality

Ability to work in a non-discriminative way, and promote equality of opportunity

Able to work on own initiative and as part of a team


	Understand funding arrangements within the voluntary sector
	Interview/References

	Personal Attributes


	Ability to work under pressure and cope with the stress of others

Reliable and a good timekeeper


	
	References



	Other Requirements


	These posts are exempt from the Rehabilitation of Offenders Act 1976 under (Exemption Amendments Order 1986)

Able to work to Policies and Procedures

Available to work regular evenings and occasional weekends

A willingness to be flexible and adapt to changing needs
	Full Driving Licence and access to own transport for work
	CRB Application

ID Documents

References

References

References
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