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   Job Description

	JOB TITLE


	Service Manager

	Employer 

	Mind in Furness Ltd

	REPORTING TO

	Chief Officer 


	Hours Worked Per Week


	35 hours per week (flexibility may be required) 



	Location 
	The role will involve travel across Barrow, Ulverston and Millom. 


	Remuneration Package 
	£25000k per annum 

5% contributory pension scheme

22 days Annual leave (+ statutory bank holidays)


	JOB PURPOSE


	As a Service Manager in our Wellbeing Team you will take responsibility for the organisations operations throughout our Wellbeing Services including promotion of positive relationships with mental health service users, other local groups and partners, statutory mental health services and the local community.

A strong commitment to the centrality of service users to the structure and work of Mind in Furness and to the development of the organisation and its services is fundamental to this position.

As a Service Manger you will work as part of the Management Team to provide effective leadership, management and governance in line with our strategy and values and to ensure quality standards are embedded in all our services  




	KEY RESPONSIBILITIES

	Core Accountabilities 

1. To be accountable for service delivery within the policies, procedures and quality standards of Mind in Furness and any relevant regulatory body.  

2. To identify need & service and to work with the CEO to identify development opportunities 

3. To support the Chief Officer to prepare and deliver business plans and budgets.
4. To be responsible for all risk management for allocated projects and services.
5. To review the services delivered and implement changes to improve service delivery.
6.  To encourage service user, stakeholder and commissioner feedback.
7. To work alongside other Service Managers to ensure full management coverage of services across our organisation. 
8. To support the CEO to ensure services comply with relevant regulatory requirements including:

· Mind Quality Management Standards

· GDPR regulations and the requirements of the Information Commissioners office

· Charity Commission and Companies House regulations  

· All other regulatory requirements 

Managing contracts

9. To manage allocated projects and services in accordance with contracts commissioned by health and social care commissioning organisations and in accordance with terms and conditions agreed with grants funder, charitable and foundation trusts 
10. To capture, record and report relevant statistics, results and project objectives and outcomes as required by funders and commissioners 
Managing the environment 

11. To ensure the provision of a safe and welcoming environment for new and existing service users in all projects and services 

12. To take responsibility for the effective day to day implementation of the Health and Safety Policy and Procedures in allocated services and projects, ensuring that all practices and procedures are undertaken in a healthy and safe environment.
13. To report any maintenance/repair/health and safety issues and concerns to the Officer Manager 
14. To take responsibility for the effective day to day implementation of the Safeguarding Policy and Procedures in allocated services and projects and to ensure we work in accordance with the local authority safeguarding framework 

Planning

15. To liaise with the Chief Officer to prepare and implement strategies and action plans for the development of Mind in Furness community based services. 

16. To liaise with the Chief Officer to develop, implement and review organisational policies and procedures for ratification by the Trustees

Managing finance 

17. To agree annual service /project budgets with the Chief Officer and Office Manager and to manage allocated service/projects within the agreed budget 

18. To liaise with the Chief Officer in developing a funding strategy and action plan and work as part of the Management team to ensure its effective implementation.

Managing people

19. To directly line manage a team of support staff and volunteers within allocated services to ensure the highest levels of performance and standards of work are achieved.

20. Ensure that staff practice in a safe, competent, and person centred manner and follow all Mind in Furness and procedures.

21. To understand and communicate the objectives for the locations effectively and ensure that there is capability within staff teams to deliver.

22. To ensure all human resources issues are managed within Mind in Furness agreed policies and procedures including, recruitment and selection, discipline, grievance, capability, supervision and appraisal. 

23. To provide continuous feedback on performance of staff through agreed performance management and support systems and ensure development is appropriately managed.

24. To manage shift patterns and rotas and ensure that time sheets are recorded accurately and submitted to payroll on time and that accurate records of shifts and time worked are maintained.

25. To ensure that all staff and volunteers have had DBS clearance before taking up appointment.  

26. To undertake training needs analyses for all staff and develop a training programme to meet the identified needs and maintain programme of ongoing training and development to meets service need

Managing Quality 

27. To ensure that there is a strong level of user satisfaction to the services provided by delivering services that meet Mind’s Quality Management Standards

28. To work with the Management team to ensure regular consultation us undertaken to measure satisfaction but also to inform service development and delivery.

29. To manage complaints and incidents as detailed in policies and procedures and to communicate issues to Chief Officer via the management team

General Accountabilities

30. To undertake such tasks as deemed appropriate within the post holder’s competence as required by the CEO.

31. Contributing to the overall vision and mission of Mind In Furness and play an integral part of the team 

32. To adhere to all the Mind In Furness service standards policies and procedures 

33. To comply with Data Protection regulations, ensuring that information on clients remains confidential
34.  To ensure all aspects of diversity and inclusion are adhered to when developing plans and services for the locations and to work in a manner that facilities inclusion particularly with people with mental health issues



    Person Specification
	Mind in Furness is committed to employing staff that have the necessary skills and experience to undertake the duties required of each role.  In addition, Mind in Furness is committed to developing and supporting staff, enabling each individual to carry out the responsibilities of their post to the best of their ability. Staff are required to take part in mandatory training.  The organisation would expect the following from individuals applying for this post. 
	Essential
	Desirable

	
	You will be asked to evidence these attributes/skills in your application and interview

	Qualifications 

· Relevant health or social care qualification (such as RMN/DipSW, degree or NVQ Level 4/5)

· Relevant leadership and management qualification  (equivalent to NVQ Level 4 or above) OR 2 years’ experience of managing teams and/or services  OR 5 years’ experience in care/support environments and the commitment to work towards the relevant qualification
	     (                
	(


	Experience 

· Experience/ good understanding of Health and Social Care 

· Some experience  of developing business plans and managing budgets 

· Some experience of contract management, with either service providers or commissioners

· Experience of interpreting information appropriately to improve the performance of a service

· 2 years’ experience of directly working with services for people with mental health issues 
· 1 years’ experience of working in partnership with statutory agencies. 
	(
(
(
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	Skills, Knowledge and Aptitudes

· Ability to collaborate and work professionally with service users, families, and involved professionals/agencies including senior figures in external agencies to provide a service which maximises outcomes for service users

· An understanding of the recovery model and the ability to work with people in a recovery-focused manner

· High level of organisational skills

· Ability to lead, supervise and motivate staff and delegate work appropriately 

· Excellent communication skills, both verbal and written



· Able to use a computer and/or other electronic device

· Good time management & organisational skills




· Good knowledge and understanding of mental health,  mental wellbeing and the social care needs of for individuals
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	Personal Attributes

· Commitment to service user involvement 

· Outcome, solution and task focused

· Commitment to fair access, diversity, inclusion and anti-discriminatory practice

· Good interpersonal skills 

· Able to engage, motivate and inspire 

· Compassionate
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	Other 

· Ability to manage conflicting demands and priorities on time 

· Flexible attitude to working hours 
	(
(
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