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JOB DESCRIPTION


GENERAL INFORMATION

[bookmark: _Int_WJV6s13D]Title:	London Manager (part-time)

[bookmark: _Int_5PwdEQxi]Job Base:	London

[bookmark: _Int_YXYXOAid]Hours of Work:	15 hours per week

[bookmark: _Int_xQcn2djH]Reports To:	Southern Regional Manager


JOB SUMMARY

The London Manager will provide co-ordination and management to specific areas within the Hepatitis C Trust’s (HCT) community peer support services across London. This will be achieved by overseeing peer services in agreed geographical areas as defined by the remits of individual Operational Delivery Networks (ODNs).

Across these services the London Manager will:

· Take direct responsibility for the operational management of HCT’s peer services.
· Take direct responsibility for the development and maintenance of effective strategic partnership relationships and referral protocols with ODN Leads, local health providers, lead providers of Substance misuse and homeless services, local commissioners.
· Provide direct line-management support to Peer Programme Managers within the region.
· Ensure that the assertive outreach and peer support services provided are delivered in line with quality standards and that they achieve agreed project outcomes/targets.
· Provide day-to-day operational and management support to the wider London team in the absence of the other PT London Manager and the wider Southern team in the absence of the Southern Regional Manager.


KEY RESPONSIBILITIES

1. SERVICE AND STAFF MANAGEMENT

1.1 To co-ordinate and be responsible for the operational management of designated HCT Peer support services in London.

1.2 To provide regular, structured line management support and appraisals to Peer Programme Managers. To oversee the recruitment and induction of staff, to ensure monthly supervision sessions are in place for staff and annual appraisals in line with HCT policies and procedures.

1.3 To develop a Business Plan for the Project that incorporates an Operational Delivery Plan with key project milestones, which ensures the delivery of project outputs and outcomes.

1.4 To network widely at an operational strategic level with relevant external agencies and participate in Health and other multi-agency networks to raise awareness of HCT Peer services and to prompt improved responses to the specific needs of people affected by Hepatitis C or liver disease. 

1.5 To represent the needs and experiences of people affected by hepatitis C and health inequalities on a local strategic level with external policymakers and provider agencies, providing specific knowledge and expertise relating to the impact of hepatitis C.

2. PATIENT CARE

2.1 To ensure that all patient/service user work within the Project is carried out within HCT’s policy and procedural frameworks and standards. To ensure that all staff HR files are kept in accordance with HCT policies and procedures.

2.2 To act as a source of specialist advice and support to the project team regarding complex issues that might arise from their work with service-users on a day-to-day basis.

2.3 To ensure that mechanisms are in place to obtain feed-back from service-users in a way that informs the ongoing development of HCT.

2.4 [bookmark: _Int_M4fuU2SM]To ensure the effective implementation of HCT complaints policy within the Peer Services, ensuring that service-users are aware of complaints procedures and that all complaints are responded to in a timely manner.

3. COMMUNICATION

3.1 [bookmark: _Int_Ti0UNsSt]To develop and utilise a variety of strategies to communicate effectively with patients/service-users, external organisations and the general public.

3.2 To oversee the development and implementation of a publicity strategy for the Project, ensuring that potential service-users and relevant staff within external organisations are aware of the range of services offered by HCT.

3.4 To ensure that an operational plan is in place to effectively liaise with and provide advice to substance misuse staff within schools, health services, social services, other statutory and voluntary sector agencies with respect to raising awareness.

3.5 To organise/attend strategic forums at a local authority level with the aim of encouraging dialogue and promoting hepatitis C service delivery.

3.6 To attend regular team meetings and senior management team meetings.

3.7 To establish and maintain good working relationships with other members of HCT staff team.

3.8 To organise and attend external meetings as appropriate actively participating and disseminating information to colleagues.

4. INFORMATION MANAGEMENT AND MONITORING

4.1 To ensure that robust monitoring and recording systems are in place for HCT that can adequately track and measure project progress in achieving agreed outputs and outcomes.

4.2 To ensure that all staff working within the HCT are aware of and contribute to the maintenance of the Project’s monitoring and recording systems.

4.3 To ensure that all staff working within the HCT maintain accurate, confidential service-user records of interventions and contact details as per HCT protocols and procedures.

4.4 To produce reports and evaluations of work undertaken by the HCT in line with the reporting requirements of project funders and other key stakeholders.

4.5 To ensure all client files and documentation are kept in accordance with agreed administrative systems adhering to HCT’s confidentiality policy.

5. PERSONAL/PROFESSIONAL DEVELOPMENT AND TRAINING

5.1 To attend and prepare for regular line management meetings.

5.2 To participate in annual appraisals in accordance with HCT policy.

5.4 To continue to develop skills, expertise and knowledge in the management of staff and services.

5.5 To continue to develop information and communication technology (ICT) skills.

5.6 To maintain an up-to-date knowledge and awareness of developments in public policy and legislation regarding women offenders and related subjects by attending relevant training courses, regional and national meetings and conferences.

6. FURTHER INFORMATION

6.1 The post holder must always carry out duties and responsibilities with due regard to HCT’s equal opportunities policies and procedures.

6.2 [bookmark: _Int_jwzg3LL2]The post holder must ensure that personal information for service-users, members of staff and all other individuals is accurate, up-to-date, always kept secure and confidential in compliance with the Data Protection Act 1998 and the common law duty of confidentiality.

6.3 The post holder is expected to take responsibility for self-development on a continuous basis, undertaking on-the-job and other training as required.

6.4 The post holder is required to familiarise themselves with and comply with HCT’s policies and procedures.

6.5 The post holder must be aware of individual responsibilities under the Health and Safety at Work Act and identify and report as necessary any untoward accident, incident potentially hazardous environment.

6.6 The post holder will be subject to checks by the DBS.


	
	
	



[bookmark: _Int_u725WxMj]This job description is intended as a guide to the main responsibilities of the post and not as an exhaustive list of duties and tasks. The post holder may be required to undertake other duties appropriate to their grade that are not listed above, at the direction of their manager
5


PERSON SPECIFICATION: London Manager


	Essential = E Desirable= D
	E or D
	Application form
	Interview

	EDUCATION/ QUALIFICATIONS
	NVQ level 3 (or equivalent) in social care or a related discipline.
Management qualification.
	E

D
	A

A
	

	





SKILLS/ ABILITIES
	Excellent written and verbal communication skills including the ability to liaise effectively with senior managers in external organisations.
Ability to provide effective strategic leadership to a small team of staff.
Ability to complete fundraising applications. 
A demonstrable ability to develop and maintain effective monitoring and evaluations systems. 

Proven ability to involve service users/patients developing and evaluating services.
Excellent organisational and administrative skills. 

Ability to develop and maintain effective working relationships with external agencies at a strategic level.
Strong IT skills.
	E


E 

D
[bookmark: _Int_TkJv9nl5]
E 

[bookmark: _Int_CTnxAPUH]
E


E


E


E
	A


A
[bookmark: _Int_gaucVQKf]A 

A

A 
[bookmark: _Int_VsLggwSy]
A

A


A
	I


I
[bookmark: _Int_8nef8pcS]I

I

I 
[bookmark: _Int_0KpEyujF]
I

I


I

	
	Experience of developing and managing targeted support projects for vulnerable people, either within a statutory or voluntary sector agency.
Significant experience of managing paid staff.
	E


E
	A


A
	

	

EXPERIENCE
	Experience of planning and evaluating group- based support programmes for vulnerable people.
Experience of producing reports or evaluations for funders or key stakeholders.
Experience of working collaboratively with external agencies or partner organisations at a strategic level. 

A minimum of 2 years’ experience of working with vulnerable people.
Extensive knowledge of the Health or Substance Misuse sector.
Experience of working at a strategic level with funders and key stakeholders.
	[bookmark: _Int_vNXnCW7C]E 

[bookmark: _Int_pH1WL2nG]
E 

[bookmark: _Int_KKpnc1hN]E 

[bookmark: _Int_40EaY6TY]E 

E

E

E

E
	[bookmark: _Int_1quDqBwf]A 

[bookmark: _Int_554TPZ4f]
A 

[bookmark: _Int_PnOMVAtN]A 

[bookmark: _Int_JjpjesA1]A 

A


A



A


A
	

	


KNOWLEDGE
	[bookmark: _Int_8t6bprvx]Knowledge of hepatitis C, the virus, those affected, treatment and the impact of HCV.
Knowledge of theory and best practice responses to meeting the needs of PWID and health issues.
Knowledge of and ability to work within an equal opportunity and anti-oppressive framework.
Knowledge of key national and regional government policies and reports relating to hepatitis C.
	[bookmark: _Int_JOfSdV2T]E 

[bookmark: _Int_zROOAfTx]
E 

[bookmark: _Int_uzAOVmJr]E 

E

E
	[bookmark: _Int_rnFDOetS]A 

[bookmark: _Int_ahz0aC7r]
A 

[bookmark: _Int_ZCozX7qU]A 

A

A
	[bookmark: _Int_pnyHYGCy]I 

[bookmark: _Int_EgbNufD8]
I 

[bookmark: _Int_IsAc4YOU]I 

I

I
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