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___________________________________________________________________________________
JOB DESCRIPTION

TITLE OF JOB: Services Manager (West Sussex Advocacy Service)

SERVICE/PROJECT: Crisis Advocacy Service, Support to Self-Advocacy Groups, 

and Families Forward Project

REFERENCE NO:  AS

CLOSING DATE FOR APPLICATIONS: 9am Tuesday, 3 February 2009
1st INTERVIEW DATE:  Monday, 9 February 2009 – afternoon
2nd INTERVIEW DATE:  Friday, 13 February 2009 

Please note these are both fixed interview dates
HOURS PER WEEK:  30 

TEMPORARY/PERMANENT: Permanent

BAND 6, NJC POINTS 35 – 44, SALARY £28,269 – £32,379 pro rata, per annum, paid monthly by Automated Credit Transfer on 25th of each month.

HOLIDAY ENTITLEMENT: 27 days per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO:  Heather Leach, General Manager/HR Director

LINE MANAGED BY:  Heather Leach, General Manager/HR Director
RESPONSIBLE FOR:  All aspects of the development and management of Impact’s Advocacy Service in West Sussex.

For an informal chat about the job, please ring: Heather Leach on 01273 828446

Impact Initiatives is a company limited by guarantee and a registered charity. Company registered in England No. 1402692. Charity Commission No. 276669

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.
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BACKGROUND TO THE POST

Impact provides 17 specialist services across Sussex, which all, in different ways, support people’s health, independence and learning.  Impact employs over 120 staff, deploys large numbers of volunteers and has an annual turnover of over £2 million.

The purpose of this post is to develop and implement Impact’s Business plan for the West Sussex Advocacy services. 

BACKGROUND & AIMS OF THE SERVICES

Impact has been contracted to deliver an Advocacy service for the last 14 years in West Sussex. Over this time there have been many new developments. In the last 6 years the service has grown rapidly and has secured a very good reputation across many sectors, which has resulted in a huge increase in referrals. The overall service can be divided into three parts, which are interlinked:

Crisis Advocacy Service

This service provides independent advocates (paid and volunteer) on a one-to-one basis to people with a learning disability living in West Sussex. The service is free at point of delivery, deals with well over 200 individual issue based referrals over the year and often involves complex and difficult issues and support to individuals who also have complex needs.

Many of us find it difficult, at times; to get our voice heard about decisions or actions that affect our lives. Some people have family, friends or carers to help them speak up. Some don’t have anyone in their lives to help them. Sometimes a family member may have their own ideas about what would be best for the person, which might not be the same as what the person wants. Carers and professionals have a “Duty of care” for the person, which may conflict with their wishes. Independent advocacy aims to help people by supporting them to express their own needs and make their own informed decisions. Independent advocates support people to gain access to information and explore and understand the options available to them.

The Service Manager will line manage three paid advocates and oversee the support provided to 12 volunteer advocates.

Self-Advocacy Service

Impact provides staff to support three Self-Advocacy groups. Impact’s staff give practical help to the members in order that they can run their own group. They also ensure that the Group has a current development plan, that they break-even and they give support with funding applications, and that the members are involved in giving feedback and planning within the Learning Difficulties Partnership Board and other decision-making groups.

The Service Manager will line manage the Self-Advocacy team Leader and oversee the development of the three Self-Advocacy Groups. 

Families Forward Project

This is a new project in partnership with the West Sussex Circles Service. The aim of the project is to develop new resources and procedures for supporting parents with a learning disability to support their children. Impact’s key role will be providing crisis advocacy support when child care proceedings have been implemented however we will also be involved in a Steering Group which will look at preventative measure and on-going support to parents.

The Service Manager will also line-manage a full-time administrator and be the Practice Supervisor for two Social work students on placement with the service from October to May each year from the University of Brighton.

MAIN TASKS 


Service Development and Delivery 

1. To be responsible for developing and implementing Impact’s Service Delivery Plan for Advocacy services.

2. To oversee the delivery of services within Impact’s Advocacy Services, developing individual service work plans, and ensuring that all targets specified in contracts and service level agreements are met.

3. To represent Impact and promote the work of its services and projects in relevant external networks, strategic groups, partnerships and forums.

4. To identify opportunities for developing new services and to take these forward to implementation in conjunction with other Impact staff and partner agencies.

5. To monitor the deployment of organisational policy and procedure

6. To develop service specific policy, in conjunction with project-based staff.

7. To ensure that effective quality assurance and monitoring/evaluation systems are in place to meet the requirements of funders.

8. To ensure that all monitoring returns to funders are completed to meet deadlines.

People

9. To provide regular and consistent line management support and supervision for frontline operational staff and build operational teams.

10.  To support staff groups in the delivery of all contractual requirements and to monitor performance against agreed targets and service level agreements.

11. To liaise with the Human Resources Department to co-ordinate recruitment and selection processes.

12. To monitor and ensure compliance with Health & Safety and Human Resource Policies, including Equal Opportunities.

Physical Resources

13. To ensure that services operate in suitable and properly managed premises.
14. To liaise with the IT manager to maintain adequate levels of provision and technical support.

15. To ensure that procedures to ensure the security of physical assets are in place.

Finance 

16. To be responsible for the setting of service budgets and financial management of services, ensuring that spending against contracts and service level agreements is closely monitored.
17. To work closely with the Finance Department to ensure effective planning and budget building.

18. To liaise closely with the Finance Department to fulfill the monitoring requirements of contracts and service level agreements and to manage budget variances and cost control.

19. To ensure the services are delivered in a cost-effective manner.

20. To liaise with the Finance Department to complete monitoring returns to funders.

Funding

19. To negotiate and manage contracts and service level agreements, and to build and maintain relationships with contracting agencies. 
20. To development fundraising bids made within Impact’s overall fundraising strategy in conjunction with the Fundraising Team.
General

21. To comply with and implement the Impact Health and Safety Policy and any specific policies and procedures relating to the specific activities on which you are employed.  To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.
22.  To undertake any other reasonable duties as requested by the General Manager.

This job description will be subject to review in accordance with the needs of the service.

Person Specification

Services Manager (Advocacy Services)

Essential Skills and Experience

1. Understanding of advocacy environment including Issue-base Advocacy, Self-Advocacy and Non-directed advocacy.

2. Experience of working within services targeting people with a learning disabilities

3. Experience of managing multiple projects, contracts or service level agreements

4. Experience of partnership working

5. Experience of developing and implementing service strategies.

6. Experience of managing, supervising and developing staff

7. Experience of managing significant budgets

8. Experience of working effectively in a team environment

9. Strong communication and interpersonal skills

10.  Experience of monitoring, evaluation and report writing 

11.  Competent ability to use I. T. e.g. word processor, email, spreadsheets, databases

Desirable Skills and Experience
1. Experience of policy development and implementation

2. Experience of recruitment and staff selection

3. Knowledge of the fundraising process

4. Knowledge of Safeguarding Adults Procedures and the Mental Capacity Act.

5. Knowledge of current local and national strategies relating to Self-Directed Support, and Partnership Boards.

6. Experience of supervising placements. 

