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JOB DESCRIPTION 

Job title: 		Practice Manager

Service: 		PAC-UK National Intermediary Service

Salary:    		Grade 4, Point 29 - 33

Location: 		Leeds or London office based	
					
Responsible to:  	Operational Manager 
	

Summary of job:
To provide professional management, supervision and operational oversight for intermediary services, supporting a team of PAYE and sessional Intermediaries and Researchers. The role includes service development, quality assurance, safeguarding oversight and contributing to the strategic growth and external representation of PAC-UK’s services for adopted people, birth families and their descendants.

Key tasks and responsibilities:

1. Management and Supervision
· Provide individual and group supervision to Intermediaries and Researchers, ensuring compliance with adoption legislation, policy and best practice. 
· Offer case consultation and guidance, including complex and high-risk cases. 
· Lead team meetings and staff development activities. 
· Support team members in managing safeguarding concerns and ensure adherence to organisational safeguarding policies.

2. Service Delivery and Operations
· Oversee referrals, allocations and case progression and case closure, making informed decisions on applications and case direction. 
· Maintain oversight of active cases, ensuring appropriate risk management and quality of service delivery. 
· Monitor and review case records and undertake direct casework where required. 
· Coordinate and chair meetings as needed. 
· Oversee the delivery and day-to-day operation of FamilyConnect advice line services.

 3. Service Development and Quality Assurance
· Contribute proactively to the development of intermediary services, incorporating emerging theory, research and policy changes. 
· Lead or support service evaluation, ensuring accurate collection and analysis of data. 
· Undertake audits and contribute to continuous improvement processes across services. 
· Ensure practice resources are current, relevant and aligned with service models.

4. Stakeholder Engagement and Representation
· Liaise with internal managers, external professionals and referrers regarding cases and service delivery. 
· Represent PAC-UK at external meetings, including commissioner meetings and contribute to reporting requirements. 
· Work collaboratively with other staff across PAC-UK and the wider organisation.

5. Staffing and Development
· Support recruitment, induction and ongoing development of staff and sessional workers. 
· Deliver or facilitate training for parents and professionals. 
· Quality assure and support team members delivering training.

6. Marketing and Service Promotion
· Take a proactive role in promoting the service, including contributing to marketing and online content where appropriate.

7. General Responsibilities
· Attend supervision with line manager and relevant internal meetings. 
· Participate in training and continuous professional development. 
· Undertake any other duties appropriate to the role.
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PERSON SPECIFICATION 

	Requirements 
	Essential
	Desirable

	Education, Qualifications & Background 

	1. 
	A professional qualification in social work or counselling/psychotherapy. 
	✓
	

	2.
	A good theoretical and practical knowledge of the lifelong impact of adoption on all those affected by it.
	✓
	

	3.
	A working knowledge of legislation around adoption, access to adoption records and intermediary work
	✓
	

	4.
	An awareness of the principles of equal opportunities and a commitment to their implementation.
	✓
	

	Experience 

	5.
	Demonstrable post-qualifying experience of post-adoption and permanency work.
	
	✓

	6.
	Experience of supervising staff.
	
	✓

	7.
	Experience of service (co-)management and development.
	
	✓

	8.
	Experience of providing training and consultancy.
	
	✓

	9.
	Experience of strategic planning and implementation of new methods of working to improve performance and efficiency.  
	
	✓

	Skills & Abilities  

	10.
	Evidence of ability to manage and be part of a team.
	✓
	

	11.
	Excellent communication and report-writing skills. 
	✓
	

	12.
	Excellent numerical ability and familiar with Excel. 
	✓
	

	13.
	Ability to use a database.
	✓
	

	14.
	Excellent problem-solving skills.
	✓
	

	15.
	Ability to handle multiple priorities while working to tight deadlines.
	✓
	

	16.
	Evidence of ability to manage and be part of a team.
	✓
	

	Values

	17.
	Able to evidence Family Action’s values at all times, which underpin our mission of ‘building stronger families’ by: 
· Being people focused 
· Reflecting a ’can do’ approach 
· Striving for excellence in everything we do 
· Having mutual respect for everyone we work with, work for and support through our services 
	✓
	

	18.
	Awareness and committed to equal opportunities and uphold and comply with Family Action’s Equality, Diversity & Inclusion policy in all aspects of your work, promoting its principles amongst colleagues, service users and other members of the community. 
	✓
	

	In addition

	19.
	Flexibility to occasionally work off-site and outside normal office hours when required.
	✓
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