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Job Description

Job Title:

Adult Carers’ Service Manager

Accountable to:
Chief Executive
Job Purpose:
Operational management of the adult carers services provided by North Tyneside Carers’ Centre and development of services for adult carers in line with the aims and objectives of the organisation.
Main Duties and Responsibilities

· To manage the day to day operations of the Adult Carers’ Service and deliver services in line with contract requirements.
· To recruit, induct, supervise, appraise and support the team of adult carers workers.

· To act as a designated safeguarding lead and make decisions regarding levels of risk in line with local authority safeguarding thresholds.
· To provide financial management of the Adult Carers’ Project and apply for funding to support ongoing delivery and new opportunities.
· To work in partnership with a range of agencies to enable the identification and support of adult carers in North Tyneside.
· To provide support to the Chief Executive and management team in relation to the wider responsibilities of the Centre, including covering the out of hours on call rota. 
Service Delivery:


1. To manage service provision for adult carers, ensuring that adult carers access services most appropriate to their individual needs.
2. To oversee contracts and grants on behalf of North Tyneside Carers’ Centre, ensuring service delivery meets requirements and robust monitoring procedures are in place to deliver agreed targets.
3. To prepare monitoring reports for the Chief Executive, funders and commissioners on a regular basis and liaise with the Chief Executive where concerns arise regarding meeting agreed targets.

4. To ensure clear service standard operating procedures are in place and adhered to through regular audits of the service.
5. To allocate and monitor the workload of the adult carers workers.
6. To provide regular supervision to staff and provide constructive challenge and reflective based practice to workers to deliver consistent standards of service delivery.
7. To performance manage staff where appropriate in line with policies and procedures. 
8. To make decisions regarding levels of risk in line with local authority safeguarding thresholds: supporting staff to make referrals and prepare safeguarding reports as required.

9. To oversee the use of social media to support and reach new carers, including the website, Twitter, Instagram. 
10. To provide out of hours support to staff on a rotational basis.
11. To work as part of the Senior Management Team to strategically develop services for adult carers.
12. To support and work in partnership with other organisations both voluntary and statutory to identify opportunities and support implementation of improvements for adult carers

13. To attend meetings with commissioners, partners and organisations to support the improvement of participation and engagement of carers in North Tyneside.
14. To develop and deliver presentations to stakeholders highlighting key messages.

15. To develop and maintain positive relationships with agencies, particularly those who may refer to the project or may help the work of the organisation.
16. To identify opportunities and work with specialist health and social care organisations to develop new training packages for carers to support them in their caring role and develop online training for carers.
17. To oversee recruitment, induction and support of volunteers supporting the Adult Carers’ Service. 
18. To represent the Centre to promote and encourage understanding and knowledge of carers issues. 
19. To carry out the necessary administration for this role including accurately and regularly reviewing the case management system.
20. To be an effective member of the team, attending regular team meetings, supervisions and appraisals
21. To provide support and assistance, whilst carrying out any other duties as and when required by the Chief Executive Officer and Board of Trustees
It is not always possible to define completely the duties and responsibilities attached to posts.  Some variations may be necessary from time to time.

Person Specification

	CRITERIA
	ESSENTIAL
	DESIRABLE 
	HOW ASSESSED

	Education / Training

	Educated to degree level or equivalent
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	Experience

	· A minimum of two years’ experience of developing, delivering and managing projects and/or services in the public or voluntary sector
· A minimum of two years’ budget management experience

· Experience in shaping and delivering services, actively involving service users
· Demonstrable experience of working with adults needing emotional support

· A proven track record and experience in making successful funding applications

·  An excellent understanding of the needs and issues for adult carers

· Managing risk and applying local safeguarding thresholds

· Influencing change at policy level.

· Working with partner organisations to improve access to support for carers
· Developing and delivering presentations and training to stakeholders.
· Experience of implementing quality standards in an organisation
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	Skills/Knowledge and Abilities

	· Knowledge of the law affecting carers

· Motivated to deliver positive outcomes and sustainable change for carers

· Ability to be resourceful and seek out information, suggestions and provide creative solutions in a challenging environment

· Ability to manage a range of services and complex cases

· Ability to motivate a staff team and develop staff

· Ability to develop and promote multi-agency working
· Excellent communication and interpersonal skills both written and verbal

· Excellent IT skills

· Competent public speaker with the ability to present to a variety of audiences
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	Personal Attributes

	· Commitment to the values of North Tyneside Carers’ Centre:

· Responsive

· Empowering

· Approachable

· Empathetic 

· Aspirational

· Commitment to deliver high quality services which meet the needs of young carers

· Commitment to equality and diversity

· Commitment to detail, ensuring all work is accurate, concise and to a high standard

· Commitment to work within professional boundaries

· Willing to work flexibly 
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