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[bookmark: _Hlk210141734]Job Description and Person Specification: Manager, Sexual Health
	Salary
	approx. £34,000 per year, with up to 5% matched pension contributions. 

	Place of work
	Birmingham LGBT Centre, 151 Hurst Street, Birmingham B5 6EW.

	Working Hours
	37 hours per week, including some evening and Saturday work.

	Hybrid/Flexible working
	Can be discussed after appointment

	Job Share
	Suitable for job share

	Reports to
	Chief Operating Officer

	Direct reports
	Sexual Health team, Emerge Youth Group workers


  

Job Description
· Lead the development and delivery of the sexual health service and the Emerge youth group for trans and non-binary young people.
· Manage the sexual health service and the Emerge youth group, including acting as line manager for the team members.
· Maintain multi-agency partnerships and links, including, but not limited to, the partnership with Umbrella Health.
· Produce impact data, statistical and monitoring information and monitoring reports to partners/funders.

Main duties
· Act as line manager by providing supervision and support to the members of the team, including full-time, part-time and sessional workers.
· Ensure all team members have workplans and annual appraisals.
· Assess training needs of team members and arrange training as required.
· Request and receive DBS disclosure reports as required.
· Authorise staff expenses.
· Work with Domestic Abuse and Counselling & Wellbeing managers to create monthly staff rota to ensure adequate service levels.
· Chair team meetings and service-user case reviews. 
· Maintain risk assessments for outreach work and update them as required.
· Manage and maintain stock of condoms, testing kits and other items.
· Manage Health & Safety of all staff, volunteers and service users at the Birmingham LGBT Centre and on outreach work.
· Ensure statistical monitoring required by Birmingham LGBT’s Procedures is done.
· Produce monitoring reports for partners and funders.
· Produce reports for the CEO, COO and Board of Trustees as required.
· Create and deliver training and presentations as required.
· Ensure accurate, confidential service-user records of contact details and interventions are kept securely and confidentially in compliance with the Data Protection Act 1998 and Birmingham LGBT’s Procedures.
· Ensure feedback from service users and partners is actively sought and used for the continuous improvement and development of the sexual health service and the Emerge youth group.
· Keep up to date with developments in legislation, policy, and local and national government initiatives relating to sexual health of LGBT people and men who have sex with men.
· Attend and prepare for regular line manger supervision meetings for individual team members and to conduct annual appraisals in accordance with Birmingham LGBT’s policies and procedures.
· Attend internal and external training courses, events and meetings as requested by the COO or as part of the professional development plan.
· Attend regular full-team meetings.
· Manage and monitor project budgets.
· Participate in on-call duty manager rota.
· Support colleagues in general duties as may be required.
· Carry out other duties that may, from time to time, be requested by the COO.
 

 Person Specification


	
	
	Experience, Skills and Knowledge Required

	Experience
	1. 
	Experience of working within the sexual health sector with LGBT people and men who have sex with men. 

	
	2. 
	Experience of work that concentrates on populations at risk of sexual ill health.   

	
	3. 
	Experience of supporting staff to use monitoring systems to effectively evaluate their work.  

	
	4. 
	Experience of developing sustainable partnerships and multi-agency partnership work.

	
	5. 
	Experience of managing budgets. 

	
	6. 
	Experience of recruiting and line-managing staff and volunteers to deliver against Key Performance Indicators and workplans

	Skills & Abilities
	7. 
	Project management skills and an ability to develop and deliver training.

	
	8. 
	Excellent organisational skills and ability to prioritise workload and to work without close supervision. 

	
	9. 
	Good inter-personal and communication skills relevant to a variety of audiences and stakeholders. 

	
	10. 
	Strong IT skills, including use of Microsoft Office, accessing databases, email and calendar management, and using the internet.

	
	11. 
	Budget management skills.

	Knowledge
	12. 
	Knowledge of criminal and civil legislation relating to domestic violence and abuse.

	
	13. 
	Detailed understanding of safeguarding procedures as they relate to young people and adults at risk. 

	
	14. 
	Knowledge of GDPR, Data Protection and Health and Safety requirements and legislation in the workplace. 

	
	15. 
	A commitment to, and understanding of, equal opportunities.

	
	16
	Detailed knowledge of the issues impacting the sexual health of LGBT people and the issues affecting LGBT young people.
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