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1. Job Description

	Job Title:


Services Manager   

Salary:
£34,000 - £36,000 per annum

Hours of work:
37.5 hours per week (some flexible working to include evenings and weekends as required)
Location:
UK House, 82 Heath Road, Twickenham TW1 4BW, with travel across Richmond, Twickenham and Kingston, as required
Responsible to:
           Chief Executive
Responsible for:                  A portfolio of services such as Richmond and Kingston Recovery hub (Crisis Cafes), Wellbeing Centre and other Recovery Services (approx. 6 direct reports)
Length of Contract:
Permanent, subject to funding



	1.  Job Purpose

· To lead the ongoing management and development of a portfolio of services, including Recovery Hubs (Crisis Cafe), Wellbeing Centre, Engagement and Outreach.
· To lead and develop related RBMind services for people with complex mental health problems by providing opportunities for recovery focused support, through a flexible range of interventions in line with current best practice.  

· To keep abreast of local and national initiatives and developments and implement good practice across services.


	2.  Main Duties and Responsibilities  

Service Management: 
· To continue the development of the Recovery Hub (Crisis Cafe) services across Richmond and Kingston, and develop strong working relationships with stakeholders in both boroughs.
· To keep informed of, and implement, best practice standards (including the recovery approach) across our services, and to encourage these in all of our projects.  

· To build capacity and identify areas for development within services, in line with client need, contractual requirements, funding opportunities and potential partnership opportunities.  

· Ensure services comply with all relevant regulatory requirements including National Mind’s Quality Management Mark, and other regulatory bodies.

· To identify and manage all aspects of risk assessment and management and have risk protocols in place for all workers who fall within area of responsibility, including health and safety, safeguarding vulnerable adults and lone-working elements.
· Ensure KPIs are met, and maintain contract compliance services as required, including reporting, meeting outcomes and budget monitoring.

· To develop and implement governance policies, procedures and standards and ensure their dissemination and implementation across services.

· Ensure that equality and diversity are key considerations in service development and delivery.
· Ensure that projects are managed within the confines of the budget and the capacity of project staff and volunteers.

Service Evaluation:

· Ensure that defined and measurable standards, impact measurements and key performance indicators are agreed with team members.

· Maintain our client databases to record and report on service pathways and service user outcomes, and ensure accurate and appropriate records are maintained across our teams. 

· To lead on monitoring and evaluation to keep service commissioners and funders informed, as required, about activities, deliverables and service outputs.
· Ensure that services are monitored and evaluated regularly by meetings with team members, engagement with client users, and analysis of statistical productivity data.

· To encourage involvement and consultation opportunities with service users and volunteers, focusing on their needs and coproducing interventions to support and meet these.

Team Management
· Lead and manage your teams (including recovery staff, social work placements, and volunteers), providing regular management supervision and appraisals in line with RBMind’s policies and procedures.
· Ensure appropriate training and development is provided as budget allows.
Business Development:

· To contribute to organisational meetings and share knowledge for improving and developing the organisation of RBMind as a whole.
· Contribute to RBMind’s strategic planning and development and lead on agreed change processes in services within the area of responsibility for this post.

· Work together with the Senior Management team to deliver RBMind’s strategic plans and organisational policies and to support cross-service working.

· Project manage the implementation of new initiatives as agreed by the Chief Executive.
· Build strong collaborative relationships and links with external agencies to maximise the potential for increased partnership working, resources and funding

· Stay abreast of developments in services in other providers and other Local Minds.
· Work with the Business Development Manager to support bids and fundraising.

· Promote and represent RB Mind, its work and service user interests to all external agencies with which the team works.
· To develop and maintain information about services which may be required for publicity and fundraising purposes.



	3. General Responsibilities

· To adhere to RBMind’s policy portfolio, including Equal Opportunities, Privacy Policy, Health and Safety and Safeguarding Policies. 

· To accept supervision from the designated manager.

· To undergo training and development as is necessary to maintain appropriate performance in the post.

· To work alongside and ensure active service user participation in all aspects of work, including design, implementation and monitoring of activities. 
· To be responsible for own income and expenditure budgets, in line with RB Mind’s financial procedures.

· To attend all staff meetings and organisational events as required.

· To maintain an understanding of Richmond Borough Mind’s financial and funding position. 

· Be efficient, responsible and maintain a high level of personal organisation.

· Work at all times to promote equality, diversity and individual rights.

· To treat with confidentiality any personal, private or sensitive information about individual organisations and or users, staff, etc.

· To keep records and statistics for effective monitoring of the service, ensuring that all files and information are kept in accordance with RB Mind’s policies on confidentiality and data protection.

· To work evening or weekend hours as required by the activities relating to the service (for which Time off in Lieu may be given) in line with RBMind’s Conditions of Work policy. 

· To undertake any other reasonable tasks consistent with the grade and purpose of the post.


2. Person Specification

	Dimension
	Scope
	Essential
	Desirable
	Assessed by Application/ Interview

	Experience & Qualifications
	Management experience within the field of mental health and the voluntary sector  
	(
	
	A/I

	
	Experience of providing project management and meeting targets, outputs and outcomes 
	(
	
	A/I

	
	Experience of working collaboratively in a multi-agency environment
	(
	
	A/I

	
	Experience of dealing with complex issues facing a diversity of vulnerable groups
	(
	
	A/I

	
	Experience of working towards social inclusion of mental health service users or other groups
	(
	
	A/I

	Knowledge
	Knowledge of statutory and voluntary mental health services, nationally and within LBRuT 
	
	(
	A/I

	
	Knowledge of current mental health policy, legislation, practices, trends & developments
	(
	
	A/I

	
	Working knowledge of the recovery approach in service provision
	
	(
	A/I

	
	Understanding of, and commitment to, service user involvement
	(
	
	A/I

	
	Financial budgetary management and control and financial reporting
	(
	
	A/I

	
	Strong grasp of equal opportunities, confidentiality, data-protection, risk management and anti-discrimination practice
	(
	
	A/I

	Skills & Abilities
	Excellent team leadership skills, motivation, coaching and mentoring 
	(
	
	A/I

	
	Creative and problem solving approach to service development
	(
	
	A/I

	
	Excellent interpersonal and communication skills, both written and verbal, and ability to network with external agencies and funders
	(
	
	A/I

	
	Flexible approach & ability to work independently, on own initiative, to tight deadlines
	(
	
	A/I

	
	Ability to manage complex and sensitive information, in highly political, public and emotive environments
	(
	
	A/I

	Other
	· To work within RBMind’s mission & values

· Proficiency in Microsoft Office packages.

· Strong administrative skills, including use of databases 

· Willingness to travel 
· Willingness to work evening hours
· Positive and flexible attitude to work
	(
(
(
(
(
(
	
	A/I

A

A

A

A

A


3. Main Terms of Employment
1. Salary 
£34,000 - £36,000 per annum
2. Hours of Work

37.5 hours per week. Core office hours are 9.00 to 5.30, but hours will be agreed to reflect service needs, or reviewed as requested.  

There is a need to travel throughout the Borough of Richmond and Kingston. This may entail occasional evening or weekend working, for which Time off in Lieu will be given. There may also be a requirement for occasional travel to other parts of the UK, for example to visit other Local Mind Associations. A flexible approach to working these hours is important.
3.  Annual Holiday

25 days per year (pro rata), excluding public holidays.  An additional day is awarded for each completed year of service up to a maximum of 5 additional days.

4. Sick Pay
After six months of employment your sick pay entitlement in any rolling year will be 1 month on full contractual pay, and one month on half contractual pay. Entitlement in the first 6 months is to up to three days paid leave and then Statutory Sick Pay only. Part time employees will receive pro-rata benefits.
5. Maternity Leave

Statutory provisions apply, as detailed in our Family & Dependents Leave Policy. 
6. Pension
Richmond Borough Mind offers a Group Personal Pension Scheme with an employer contribution of 4% up to 5%. Employees become eligible after three months employment, depending on employment status.  We comply with the Pensions Auto Enrolment Regulations. 

7. Training and Development
We encourage personal development and training for which support is provided when resources allow.

8. Probationary Period
You will be required to successfully complete a probationary period of 6 months.
9. Notice period
Two months written notice on either side, except during the probationary period, when statutory notice applies. 
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