
Lifeline Project – Job Description

Service Manager - Salford and Tameside

TITLE:
SERVICE MANAGER – YOUNG PEOPLE’S SUBSTANCE MISUSE SERVICE
LOCATION:


‘Branching Out’ service in Tameside and ‘SMART’ service in Salford
RESPONSIBLE TO:

Head of Directorate -Young People

SALARY:


SCP 40 – 47 (£33,661 - £39,855) depending on experience
SECTION ONE: REMIT

To take managerial responsibility for the Young People’s Substance Misuse Service and to take the lead on developing these services in line with national and local strategy. This will involve taking responsibility for the development, support and day-to-day strategic management of services, the management and supervision of the team leaders, and the promotion of partnerships with other statutory and non-statutory organisations.

The post will be responsible for:

· The sustainability of both Lifeline’s Salford and Tameside Young People’s Substance Misuse Service.

· Strategic development of services taking into account the structure of the City of Salford and the Borough of Tameside children’s planning and partnership work, including attendance on key forums e.g. Local Area Partnerships Common Assessment Framework Steering Groups, Safeguarding forums, Voluntary Sector groups, CAMHS partnership, IYSS, Supporting People, Substance Misuse Steering group and other strategic forums that develop to achieve positive outcomes for children and young people.

· The development and implementation of protocols (e.g. screening, triage, assessment, care pathways, information sharing, etc.) in conjunction with other local agencies.

· Ensuring the maintenance of effective referral routes, partnerships and inter agency working.

· The quality of effective services to children, young people, families and communities.

· Performance management and the collection and presentation of quantitative and qualitative information on all service activity.

· Develop and sustain service user involvement strategies to inform delivery

· Increase numbers of young people in treatment and present accurate numbers to the NDTMS including increased numbers of young people with a planned discharge from treatment and reintegration into mainstream services.

SECTION TWO: MAIN DUTIES & RESPONSIBILITIES

1. Strategic Development

2. Service Management, Staff Supervision and Team Support 

3. Inter-agency Working and Service Promotion

4. Quality Standards, Monitoring and Reporting

5. Professional Development

6. Additional Responsibilities

1
Strategic Development

1.1 To ensure that services address the key actions, milestones and targets set out in the City of Salford and the Borough of Tameside Young Peoples’ Substance Misuse plan and other service level agreements as well as relevant national and local initiatives.

1.2 To develop an agreed service delivery plan.

1.3 Sustain and develop effective close working partnerships with all the main children and young people’s services across the City of Salford and the Borough of Tameside and attend forums in order to generate new and innovative responses to issues related to young people’s substance misuse. 

1.4 Work with the commissioners and other local providers in the delivery of integrated responses within strategic planning and services delivery.

1.5 Develop the service, in conjunction with commissioners, in line with the National Drugs Strategy, quality guidance (QuADS, DANOS, SfBH etc) and other national and local strategic planning.

1.6 Identify and pursue funding opportunities in order to build a responsive, flexible and quality service including the preparation of materials for tender submissions where appropriate; i.e. take the lead on developing the service in line with national strategy and local need and to take the lead in the preparation of funding bids, in consultation with the Head of Directorate, Young Persons Directorate.

1.7 To manage the team leaders to develop accessible consistent and seamless services for all substance users and their families throughout the City of Salford and the Borough of Tameside

1.8 To contribute to the development of substance misuse strategy in the City of Salford and the Borough of Tameside in order to represent and meet the needs and interests of children and young people, parents/carers and communities.

2
Service Management, Staff Supervision and Team Support

2.1 Take overall responsibility for the direction of the operational management of services by supporting the team leaders and ensure that they are delivered consistently to the appropriate standard in line with organisational values and principles.
2.2 Provide line management and supervision to the team leaders of the service to ensure that they provide effective leadership and guidance to staff so that the teams and individuals are adequately supported, supervised and trained in order to maximise service performance and enhance individual learning.

2.3 Oversee and support the team leaders in the development of productive working relationships within the organisation and to minimise interpersonal conflict.

2.4 Oversee and support the team leaders in leading the work of all teams and the individuals via agreed objectives and work plans; assessing team / individual development and provide feedback. 

2.5 Respond to poor performance and deal with unsatisfactory performance.

2.6 To ensure all resources are used in the most effective way and manage budgets effectively.

2.7 With closely with the Head of Directorate, to ensure the workforce are competent to deliver services to the standards set out within NVQ Level 3 and other relevant occupational standards. 

2.8 To ensure that operational standards meet the requirements of QuADS and SfBH and any other such performance measures as are deemed appropriate for drug services. 

2.9 To ensure that Lifeline’s recruitment and selection and workforce development procedures are adhered to in order to ensure a competent, well-motivated and supported staff and within safer recruitment guidelines.

2.10 To support staff where change is required to meet the goals of the organisation. 

3
Inter-agency Working and Service Promotion 

3.1 Establish and maintain effective links with local organisations to promote the work of the service; be proactive in evaluating the potential for joint-working and sustaining and developing local partnerships that enhance service delivery. Oversee and support the team leaders to co-ordinate attendance of staff at appropriate networking opportunities e.g. district groups, safeguarding groups etc.

3.2 Oversee and support the development of joint protocols and other tools for partnership working to ensure a seamless service for people accessing the service.

3.3 Attend appropriate meetings and fora; facilitate, lead or contribute to meetings; formally represent the organisation via written or oral contributions. 

3.4 Take the lead in the promotion of the service, communicate key messages and evaluate/re-evaluate promotional activities. Ensure that providers and service users are aware of the full range of services offered.

3.5 Liaise with Head of publications and broadcasting on media issues as they arise.

3.6 Participate in external meetings as necessary to assist in the implementation of local Drug and Alcohol Action Team plans, and other local and national strategic objectives and targets.

4
Quality Standards, Monitoring and Reporting

4.1 Oversee data collection, information management and communication systems with the data management systems.

4.2 Produce statistical reports detailing output/outcome measures for new referrals and current clients on a quarterly basis, or upon other such basis as may be requested from time to time e.g. LAC and YOT reports.

4.3 Ensure that such reports enable performance comparisons to be made on a quarterly and annual basis (or as requested) so that services are delivered consistently to the appropriate standard. Identify other potential information sources that can inform decision-making.

4.4 Establish formal and informal consultation processes with the broad range of stakeholders relevant to the Young People’s Substance Misuse services and develop system of monitoring (e.g. focus groups, entry and exit questionnaires) in order to assess service delivery and to inform future developments. 

4.5 Ensure the needs of these groups are identified and responded to. 

4.6 Ensure children and young people and parent/carers and community groups are involved in the ongoing improvement and evaluation of services

4.7 Assist in the planning and delivery of existing and new services (including the identification of gaps and opportunities) by negotiating and agreeing service developments with stakeholders, and managing organisational change; report to Head of Directorate. Young Persons Directorate / commissioners as necessary on service progress and appraisal. This will also require working on any tenders as required by the Head of Directorate – Young People

4.8 Oversee record keeping of orders and authorise invoices for payment and of staff sickness/absence (informing appropriate personnel where required).

4.9 Lead on clinical audits.

5
Professional Development

5.1 Keep abreast of developments within the field of substance use, dependency and addictions, and relevant legislation/national guidance relevant to service delivery

5.2 Attend courses / conferences relevant to the job remit, and to participate in training and other opportunities aimed at enhancing personal and professional development.

5.3 Receive supervision from the Head of Directorate - Young People and participate in Directorate management meetings as required.

5.4 Communicate and liaise with Lifeline departments (e.g. Young Peoples Directorate, Finance and Central Services, Human Resources etc.) in matters affecting the project and to ensure the effective running of financial and personnel systems. 

6
Additional Responsibilities

6.1 Ensure the service is adequately maintained in line with Lifeline’s Health and Safety Policy; identification of hazards, risk assessment and reduction.

6.2 It is the duty of the post holder not to act in a prejudicial or discriminatory manner towards service users or employees, to be aware of the organisation’s equal opportunities policy and to be vigilant with regards to oppressive, prejudicial or discriminatory issues.

6.3 The post holder is responsible for maintaining high standards of care and should inform the company of any matters external to the post holder, which may adversely affect the quality of services provided.

6.4 The post holder must inform the company of any matter concerning him/herself, which might impair his/her ability to perform the duties outlined. This includes matters which might adversely affect either the post holder’s or the Company’s reputation.

6.5 Undertake such other duties and responsibilities of an equivalent nature, as may be determined by the post holder’s line manager from time to time in consultation with the post holder.

6.6 Ensure the service operates in accordance with the organisation’s philosophy, policies and procedures, having regard to relevant legislation (e.g. Misuse of Drugs Act 1971, Race Relations (Amendment) Act 2000).

6.7 To interface with Lifeline Project.

The Manager will be required to work 35 hours (excluding breaks) per week flexibly between the hours of 9.00 am - 8.00 pm, Monday – Friday, with some weekend responsibilities.

Annual Leave: 25 days per year, rising by 1 day per year for each full year of service, up to a maximum of 30 days, plus 4 ‘privilege days’.

Pension: 5% employer’s contribution (employee contribution optional).

Please Note: all new appointments are subject to the successful completion of a 6 month probationary period.

	POST TITLE:
	YOUNG PEOPLE’S SUBSTANCE MISUSE SERVICE MANAGER SALFORD AND TAMESIDE
	

	ATTRIBUTES
	CRITERIA
	HOW IDENTIFIED
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	1. Relevant Experience
	1.1 Minimum 2 years experience of management at operations manager/team leader level.

1.2 Experience of developing services in a relevant setting.

1.3 Experience of managing change.

1.4 Experience of working with young people and/or families 

1.5 Experience of working in substance misuse services.
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	2. Education & Training Attainments
	2.1 Relevant degree or professional qualification.

(For example: social work, nursing, addictions, management NVQ Level 4).
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	3. General & Special Knowledge
	3.1 High level of specialist knowledge of strategic and operational issues necessary to ensure the delivery of high quality young people’s services.

3.2 A thorough knowledge of national drug policy, legislation and guidance in relation to children and young people, families and communities.

3.3 A thorough knowledge of safeguarding and child protection
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	4. Skills & Abilities
	4.1 The ability to develop strategic partnerships and influence the commissioning process.

4.2 The ability to demonstrate clear and effective leadership to motivate staff to deliver responsive and flexible services.

4.3 The ability to understand and take account of financial implications in planning and developing services.

4.4 The ability to develop services which meet the needs of people from diverse backgrounds.

4.5 The ability to analyse data and present reports that reflect the quantitative and qualitative activity within the service as requested by the Head of Directorate, commissioners and key stakeholders

4.6 The ability to work flexibly to meet the needs of the service
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	5. Additional Factors


	5.1 Commitment to diversity, equality of opportunity and anti-oppressive practice.

5.2 Full Driving Licence.
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A = Must have on Day 1 to be able to do the job.

B = Need to do the job but can be learnt during the induction period.

C = An additional bonus but not necessary to carry out duties effectively.

Please make sure that you demonstrate your ability to meet the requirements of the job by giving clear, concise examples of how you meet each criteria on your application form. The letters A, B and C in the Rank column refer to the importance we will give your answers when we read your applications. You must have all the A’s on Day 1 to be able to do the job. If a large number of people apply for the job, we will only short list those who have the B’s and C’s as well as the A’s. We recognise and welcome our responsibility to remove any barriers in our Recruitment and Application Form/Selection Process for disabled people. We have tried to do this but if you have a disability and identify any barriers in the Job Description or Employee Specification, please tell us of these in your application. We are committed to making reasonable adjustments to the job wherever possible and it would help us to know your needs in order to do this.

Where criteria are to be identified through the “Application Form/Selection Process”, this may involve written exercises, group discussions, presentations, interview etc.

ESSENTIAL REQUIREMENTS FORM



Service Manager – City of Salford and the Borough of Tameside Young People’s Service’s
* Please read the job description and employee specification carefully.

* Please discuss EACH item identified on the Employee Specification Form.

* In order for us to fully assess your skills and experience please give examples and clear explanations.

* In order for you to be short listed your answers must address all the ‘A’ criteria listed.
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