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JOB DESCRIPTION

TITLE OF JOB: Older People’s Services Manager 

SERVICE/PROJECT: Adur Learning Exchange (ALE), Brunswick Older People’s Project (BOPP), Dingemans Centre, Partnership of Older People’s Project (POPP) and St John’s Day Centre & Cafe

REFERENCE NO:  MC

CLOSING DATE FOR APPLICATIONS: Tuesday 9am, 3 February 2009

1st INTERVIEW DATE: Tuesday, 10 February 2009 – morning 

2nd INTERVIEW DATE:  Friday, 13 February 2009 
Please note these are both fixed interview dates

HOURS PER WEEK: 37 

TEMPORARY/PERMANENT: Maternity Cover up to one year

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:  General Manager/HR Director
LINE MANAGED BY:  General Manager/HR Director

RESPONSIBLE FOR: 

· The ongoing development of services including being proactive in seeking ongoing funding

· The management of Impact’s Older Peoples Services
· Leading the effective and safe provision of the services

· Liaising with external agencies 
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 AND AIMS OF PROJECT

Impact Initiatives (Impact) provides a wide range of services in Sussex for children, young people and adults.  These services work, in different ways, to support people’s health, independence and learning.  Impact is one of the largest charities operating in Sussex, deploying over 120 paid staff and over 150 volunteers.  The annual turnover of the organisation is in the region of  £2.2 million.

Impact Older People’s services are unique. The services provide a modern approach to improve the physical and psychological health and well-being of older people across Sussex. This is done through stimulating activities and practical support being offered in community settings or in service users' homes. The services include educational groups and courses, minibus outings, centres and cafés, support into work or training, a home care service and a community development

project.
MAIN TASKS 

Finance 

· To be responsible for the financial management of Older People’s Services.

· To liaise closely with the Finance Department to allow effective planning and budget building.

· To liaise closely with the Finance Department to manage budget variances and cost control.

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

Funding

· To work in conjunction with the Senior Management Team to ensure funding needs are met. This will include providing assistance and information as required to allow fundraising to be approached as part of a planned strategy.

· To negotiate and manage contracted services, and to build and maintain relationships with contracting agencies. 

People

· To provide regular and consistent line management support for staff. This includes performance appraisal, supervision, welfare and professional development, including training.

· To liaise with the Human Resource Department to co-ordinate forward planning and recruitment.

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

Physical Resources

· To ensure that services operate in suitable and properly managed

Premises.

· To liaise with the IT manager to maintain adequate levels of provision and technical support.

· To be responsible for maintaining procedures which ensure the security of physical assets.

Quality

· To ensure relevant quality assurance systems are implemented. This includes the development of systems to provide monitoring and evaluation information.

Service Delivery

· To be responsible for managing the delivery of Older People’s Services, developing individual service work plans as appropriate.

· To provide service specific external representation at an operational level.

· To monitor the deployment of organisational policy and procedure, including equal opportunities.

· To develop service specific policy.

· To be responsible for the development of the service area, in line with the organisational strategy and best practice.

· To ensure effective systems to support the work of the Service are in place e.g. record keeping, administration and reporting. This includes providing reports to funders, the PACT Board and other stakeholders.

General

1. To work within the project and organisational policies and procedures.

2. To attend regular supervision sessions and meetings as required by your line Manager. To attend regular Service Manager meetings and monthly ‘all projects’ meetings. To attend ‘Impact days’ as required. To attend training events as relevant to your service area.

3. To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

4. To comply with and implement Impact Initiatives Equal Opportunities Policy    and any specific policies and procedures designed to promote and monitor     equal opportunities.

5. To comply with and implement Impact Initiatives Health and Safety Policy and Procedure relating to the specific activities on which you are employed. Generally to take reasonable care for health and safety of all those affected by this work.

6. To undertake any other duties, as appropriate to the character of this work and as requested by the Senior Management Team, as reasonably required. 

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

Person Specification – Older People’s Services Manager

Essential Skills and Experience
· Demonstrable experience of working within services targeting older people.

· Knowledge of the needs of older people living in city and rural settings.

· Experience of managing and developing staff.


· Experience of leading the development of and implementing strategies


· Experience of fundraising

· Experience of working effectively in a team environment

· Experience of managing significant budgets effectively.

· Experience of operational service delivery. 

· Experience of Partnership working.

· Experience of implementing equal opportunities policy & procedure.

Desirable Skills and Experience

· Experience of maintaining accurate information recording systems.

· Experience of Voluntary Sector work.

· Experience of policy development and implementation.

· Experience of monitoring and evaluation of work.

· Experience of recruitment and staff selection.

· To be I.T. literate.

