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Registered No: 1165062



First Step Leicester, Leicestershire and Rutland
Job Description: Service Manager

Pay:				£35,745 FTE (pro rata)          

Hours of work:	30 hours per week (0.8 of FTE)

Leave:			168 hours per annum (not including bank holidays)

Accountability:		Chair and Board of Trustees

Location:			Alliance House, Bishop Street, Leicester. LE1 6AF.

Contract:			Subject to a satisfactory Enhanced DBS check, satisfactory
references and successful completion of 6-month probationary period.

Purpose of the role:	

The Service Manager will be the public face of First Step and is accountable for the achievement of its strategic aims and business plan as set by/agreed with the Board of Trustees. The Service Manager will provide strategic leadership to line-manage and support the staff and volunteers and organise, manage and develop the work of First Step in accordance with its Code of Practice and policies, organisation procedures and statutory reporting responsibilities.

Key responsibilities

The Service Manager will be instrumental in raising the profile of the agency, marketing its strengths and nurturing external relationships and partnerships.

The Service Manager will take responsibility for the day to day running of First Step.

In conjunction with the Trustees, the Service Manager will ensure that budgets are set and managed and that the business plan remains up-to-date. The Service Manager will ensure that the MSP Male Standards accreditation is maintained.

The Service Manager will ensure that human resources are properly managed and will develop and review the appropriate policies and procedures to ensure the efficient running of the organisation, and to comply with legal and regulatory frameworks and stakeholder requirements.

The Service Manager will ensure that monitoring reports to funders are completed and submitted within the relevant timescales required.


Strategic Leadership, Governance and Management
· Work with the Board of Trustees to develop and implement the organisational and strategic business plan to include specific objectives and planned outcomes
· Ensure First Step meets its financial, legal, statutory and contractual obligations with key stakeholders
· Ensure the board of Trustees are informed of relevant changes in legislation, policy, funding and other key drivers of the charity’s work
· Attend and report to the Trustees on agreed outcomes to include strategic plan progress, financial and budget status by providing timely reports and information as requested including reporting annually at the AGM
· Supervise the completion of annual reports, filing annual accounts to deadline and updating Charity Commission
· Develop, implement, review and monitor the organisation’s policies and procedures in consultation with the Trustees, staff and volunteers
· To increase the reach and influence of the Charity across Leicester, Leicestershire and Rutland.
· Organisational responsibility as data controller in respect of GDPR legislation

Grant Fundraising
· To lead in identifying potential grant funders and submit applications where appropriate.

Clients
· To ensure all work is conducted in a way that considers the sensitivities of the impact of sexual abuse on its victims.

 Financial Management
· Work collaboratively with the Treasurer to develop and maintain financial records, budget monitoring, manage spending, identifying concerns and ensure value for money across the organisation
· Ensure the organisation maintains accurate financial accounting practices and clear and timely reporting to the Trustees to maintain the organisation’s financial position and sustainability

Marketing and Promotion
· Ensure the organisation maintains an effective web and social media presence and there are regular external communications to all stakeholders
· Act as a spokesperson with local and national media as required, in agreement with the Trustees, to raise the profile and promote the work of the organisation 

Partnership Management
· Maintain a good knowledge of local, regional and national external partners, stakeholders and statutory agencies and their relevant strategies to ensure First Step is aligned in its service delivery 
· Build, develop and maintain productive partnerships with all external stakeholders at all levels including key funding partners

Management of Staff
· Provide effective leadership to First Step’s staff team.
· Ensure that organisational policies and procedures are communicated and adhered to by all staff
· Ensure that all staff and volunteers are consulted and regularly updated on issues, developments, changes to procedure and practice
· Evaluate the skills and experience of staff and volunteers (where appropriate) to ensure an effective service to service users via annual appraisals  
· Have an overview of safeguarding for clients, volunteers and staff, ensuring appropriate sharing of information and management of risk
· Lead on recruitment of staff and volunteers in conjunction with Trustees and other staff to maintain a skilled workforce
· Ensure that appropriate induction and developmental CPD programmes are delivered annually for new and existing volunteers
· Ensure that there is adequate and accessible support, supervision and training for all staff and volunteers
· Participate in own training and development as required

Premises Management including Health and Safety
· Manage all aspects of the premises and building operation, take lead responsibility for Health and Safety compliance, IT systems operation and infrastructure, cleaning and maintenance schedules to ensure safe and efficient operation of the premises

	Criteria
	Desirable
	Essential
	Measure

	Minimum of at least two years’ experience in a similar management role
	
	Y
	Application
(no question needed)

	Experience of managing budgets
	
	Y
	Application/Interview

	Experience of business planning
	Y
	
	Application/Interview

	Experience of working with statutory and voluntary agencies
	Y
	
	Interview

	To recognise the extra challenges that a service that supports male survivors of sexual abuse face.
	
	Y
	Interview

	Demonstrate an understanding of and commitment to equality and diversity issue for staff and clients.
	
	Y
	Interview

	Strong leadership skills
	
	Y
	Interview

	Demonstrate initiative and problem solving capabilities
	
	Y
	Interview

	Excellent communication skills
	
	Y
	Interview

	Able to analyse data and write reports to a variety of audiences.
	Y
	
	Application/Interview

	Must be willing and able to work flexibly to fulfil evening and occasional weekend commitments when necessary.
	
	Y
	Application/Interview
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