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Job Title:
	Community Services Manager


	
Salary:
	Circa £37,000

	
Hours of Work:
	
Full time – 35 Hours per week


	
Responsible to:
	Volunteer and Community Services Manager 

	
Based at:
	
Ann Owens Centre        or   Hendon & outreach locations in 
Oak Lane                             Barnet
East Finchley                       
London N2 8LT                   


	
Purpose of Job:     
	To lead, develop and manage community-based services that support older people to remain independent, connected and active within their local communities.
The postholder will provide strategic and operational leadership across a range of preventative services, ensuring high-quality, person-centred support. They will be responsible for service performance, quality, safeguarding, staff and volunteer management, partnership development and continuous service improvement.
The postholder will currently be responsible for these specific areas:
· Befriending
· Handyperson
· Shopping Support
· Community based activities 
· Digital Inclusion
· Exercise and Falls Prevention










   KEY TASKS
· Lead the operational management of Community Services.
· Ensure all services are safe, effective, person-centred and responsive to the needs of older people.
· Identify opportunities for service growth, innovation and continuous improvement, and work with senior management to develop funding bids and service development ideas.
· Ensure services contribute to reducing loneliness, improving wellbeing and preventing escalation of need.
Operational Management
· Oversee day-to-day service delivery across all areas of responsibility.
· Ensure that all services have effective referral processes in place and that all enquires are responded to in a timely manner.
· Monitor demand, capacity and performance to ensure services are delivered appropriately.
· Respond to complaints, concerns and service issues in a timely and professional manner.
· Ensure that all services maintain accurate records and all relevant information is recorded in an appropriate way.
· Ensure that all practices adhere to health and safety standards and that activities and services are risk assessed and managed appropriately.
· To manage a small case load of more complex home support clients.
· To ensure that services which operate outside of core hours (eg shopping/befriending) are appropriately supported. 
Leadership and People Management
· Lead, motivate and develop staff and volunteers across all of your service areas.
· Undertake recruitment, management and training of staff members and volunteers promoting a culture of collaboration, learning and continuous improvement.
· Ensure all services operate in line with organisational policies, procedures and regulatory requirements.
· Act as a safeguarding lead within the wider organisation, ensuring concerns are identified, reported and managed appropriately.
· Monitor quality standards and implement improvements where required.
· Promote equality, diversity, inclusion and accessibility across all services.
· Establish and monitor service outcomes, targets and key performance indicators, and ensure contractual and grant-funded obligations are fulfilled.
· Demonstrate service impact through outcome measurement, case studies and service user feedback.
· Develop and maintain strong relationships with local authorities, health partners, community organisations and other stakeholders.
· Promote services and increase awareness among the local population and also referral partners, and represent the organisation at meetings, networks and forums.



General:	

1.	To maintain own professional expertise, including attending training as necessary and be subject to supervision and an annual appraisal

2.	To attend staff meetings and away days, training and other events

3.	All staff are expected to undertake their own computer work, both in the production of correspondence and documents, date recording, e-mailing and internet research

4.	It is the nature of the work that tasks and responsibilities are in many circumstances unpredictable and varied.  All employees are expected to work in a flexible way

5.	The above items outline the main duties and responsibilities of the post and are designed to give an accurate flavour of the nature and scope of this post.  However, they do not represent an inclusive list of all the duties required


The post holder will be expected to adhere to all Age UK Barnet policies and procedures in all aspects of their work

Confirmation of appointment to this post will be subject to a satisfactory Enhanced DBS check.


Age UK Barnet is committed to safeguarding and promoting the welfare of vulnerable adults. To achieve our commitment, we will ensure continuous development and improvement of robust safeguarding processes and procedures that promote a culture of safeguarding amongst our workforce.


PERSON SPECIFICATION 

	
	
CRITERIA
	
ESSENTIAL OR DESIRABLE


	
	KNOWLEDGE
	

	1. 
	Understanding of the needs of older people and a commitment to improving their lives. 
	E

	2. 
	Awareness of safe practices and carrying out risk assessments.
	E

	3. 
	Understanding of project management and reporting.
	E

	4. 
	Knowledge of safeguarding procedures and confidence to respond appropriately to situations of concern.
	E

	5. 
	Knowledge and understanding of befriending services.
	E

	6. 
	Clear understanding and commitment to equality, diversity and inclusion.
	E

	7. 
	Knowledge of GDPR regulations and how it relates to managing services.
	E

	8. 
	Knowledge of local health and social care services in Barnet 	
	E

	

	
	SKILLS & ABILITIES
	

	9. 
	Confident in the use of Word, Excel, databases and reporting templates.
	E

	10. 
	Adaptable and resilient
	E

	11. 
	Ability to write clear and concise written English, including reports, case summaries and promotional materials
	E

	12. 
	Ability to work with a wide range of partner organisations across the private, statutory and voluntary sector.
	E

	13. 
	Ability to motivate and enthuse a staff team
	E

	14. 
	Ability to problem solve and respond to changes quickly under pressure.
	E

	15. 
	Ability to prioritise own workload and to work to deadlines
	E

	16. 
	Ability to manage a number of teams with different specialisms.
	

	

	
	EXPERIENCE
	

	17. 
	Experience of managing a team of staff
	E

	18. 
	Experience of working with volunteers
	E

	19. 
	Experience of case work and providing safeguarding support 
	E

	20. 
	Experience of providing frontline face to face services for people requiring additional community support.
	E

	

	
	ADDITIONAL
	

	21. 
	Willingness to travel around the Borough
	E

	22. 
	Willingness to occasionally attend meetings and events outside of regular working hours (toil will be available)
	E

	23. 
	Enhanced DBS check required
	E
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