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	Work type
	☐ Home based
	☐ Agile
	☒ Field
	☐ Fixed

	Location
	East Kent 

	Service or department
	East Kent IPS

	Reporting to (title)
	Head of Area

	Responsible for staff
	☐ Yes               ☒ No

	

	

	Disclosure and Barring check
	If a new or revised role, the level must be assessed by the People Team
Enhanced Disclosure with Adults Barred List

	Pay band / Job role level
	4. Senior Professional
	Evaluated On (Date):
	Click or tap to enter a date.
	Job Code Reference:
	Click or tap here to enter text.
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Post Details
	Overview of the role purpose:

	Our Employment and Training provide help and support to people with mental health problems who want to find paid employment. 

This Vocational Service provides support and practical help to service users whose aim is to find full or part time work. Service manager lead a staff team of Employment Specialists who offer one to one support to deliver high quality, safe and person centred cate in line with contractual requirements

The service is tailored to individual needs and any difficulties related to finding work are addressed.



Service/Team Description
	Overview of the service or team:

	The role will be based within the Kent IPS Service working across the areas of Thanet, Folkestone, Hythe and Romney Marsh Areas, Canterbury and Dover, Deal, Ashford

You will report directly to the Rethink Head of Area and work alongside colleagues in employment specialist roles. The service manager will work 21 hours a week managing 4 part time employment specialists. 


	Team structure:

	


What I do and achieve 
	What I do:

	· I lead and develop teams to deliver forward thinking, recovery orientated and high-quality services that meet the needs of individuals and commissioners
· I ensure that effective two-way communications are in place and teams are kept fully informed of national and local developments
· I drive compliance with all policies and regulatory requirements; whilst striving to achieve the best possible outcomes and internal/external recognition of quality
· I ensure safeguarding awareness is integrated into practice
· I ensure all staff are supported and developed through on the job coaching, individual supervision, group supervision and appraisals, identifying and promptly addressing learning and development needs
· I use staff resources efficiently and effectively, including the management of rotas, additional hours, use of bank/agency and compliance with working time regulations
· I process and authorise staff additional payments, invoices, petty cash, travel bookings, etc in accordance with financial procedures and delegated authorities
· I maintain excellent working relationships with professionals, referrers and stakeholders
· I support the implementation of change, best practice and continuous improvement
· I champion innovation and lead the implementation of enhancements to my services
· I identify and enable meaningful opportunities for user involvement in shaping services
· I manage the recruitment of staff as the selection panel leader, ensuring compliance with Recruitment & Selection policy and equality legislation
· I ensure that services are accessible and meet the needs of service users from a diverse range of backgrounds and are representative of the needs of local communities
· I ensure any premises (including community venues) are appropriate for the service being delivered and meet all health and safety and equality legislative requirements
· I ensure all records, personal, staff and client data are managed in line with Data Management and Information Governance policies
· I lead and manage staff to ensure that the highest levels of performance and standards of conduct at all times, taking advice and action to swiftly address any concerns
· I contribute to the service planning process, taking into account identified local needs, and contribute to the delivery planning of a service which meets these needs
· I engage with local community events, meetings and forums to promote the service
· I monitor and report on the effectiveness of service delivery and contract performance, providing statistical information and written reports to the Head of Service
· I ensure that the referral pathway process is described by a local procedure and followed at all times






Who I am

	I have the essentials covered:

	I have the essentials covered:
· Through leadership embed a culture in services that demonstrates and reflects Rethink Mental Illness’ values of Understanding, Expertise, Commitment, Hope, Passion and Openness
· Work proactively and collaboratively with others; I am creative, adaptable, and bring a positive enthusiasm to my work
· I have experience of managing a service in a health or social care setting, including managing & supporting a staff team and volunteers
· I have experience of dealing with and reporting Incidents/Accidents/Near Misses and safeguarding reporting
· I have the ability to assess, plan and monitor support to achieve & evidence recovery and service outcomes
· Experience of leading and managing a dispersed team across multiple sites, including recruiting and managing performance
· I have excellent time management skills with ability to plan and prioritise a complex workload
· I demonstrate a significant knowledge and understanding of the needs of people with mental illness and I am familiar with best practice developments
· I have excellent interpersonal skills and the ability to communicate confidently with colleagues of all levels
· I can demonstrate the ability to effectively managing budgets
· I will engage with and place service users, including carers, at the heart of our services
· I have an NVQ 3 / QCF Diploma in Health & Social Care related subject
· Excellent IT skills – proficient in the use of Microsoft Office




	I may also have:

	· Lived Experience



What I value and how I will behave 
	I can demonstrate and apply Rethink Mental Illness values of:

	· Passion - We are passionate about leading the way to a better quality of life for everyone severely affected by mental illness.
· Commitment - We work tirelessly to provide support for everyone severely affected by mental illness.
· Openness - We are open and transparent in all our work with beneficiaries, supporters, partners and the public to achieve change for people severely affected by mental illness.  
· Hope - We offer hope of a better quality of life for all those severely affected by mental illness.
· Expertise - We constantly use our expertise to provide practical and personal support for people who are severely affected by mental illness.
· Understanding - People who are severely affected by mental illness are at the heart of everything we do in our organisation – our membership, our governance and our workforce. 
· Equity - We believe that in a world where discrimination and disadvantage exist treating people with equity is critical to ensure justice and fairness for all.

	I can apply and demonstrate Rethink CARES behaviours of:

	· Connect – We work together, we celebrate together
· Accountable – We do what we say we will do 
· Respect – We believe everyone counts 
· Evolve – We challenge, we listen, we change 
· Success – We deliver results



	General Duties:

	· I will act in accordance with the provisions of Data Protection legislation (as amended). 
· I will ensure all records, personal, staff and client data are managed in line with Data Management and Information Governance policies, relevant legislation, codes of practice or contractual obligations.
· I will comply with legal and regulatory requirements such as provisions set out in the Health and Safety at Work Act 1974.
· I will act in accordance with the charity’s Health & Safety and Safeguarding policies and to notify your line manager promptly if there are any concerns.
· I will participate in regular supervision and appraisal and undertake any relevant training.
· I will work in accordance with the charity’s national policies and local operating procedures and those of external regulators or professional bodies.
· The list of duties is not exhaustive; the line manager may stipulate other reasonable requirements and projects commensurate with the general profile and grade of the post.




This Role 
Service Manager
0.60FTE/ 21 hours)


Employment Specialist 
0.7fte/24.5 hours


Employment Specialist 
0.6FTE/21 hours 


Employment Specialist 
0.6fte/21 hours


Employment Specialist
0.60fte/ 21 hours 
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