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JOB DESCRIPTION

Title of Job: 
Children and Families Services Manager
Reports to: 
Director
Salary:
up to £ 32,885 pro rata (incl. London weighting)

Hours:

21 hours per week
Location:
7 Dowdney Close, Kentish Town, London NW5 2BP
A
Main Purpose of the Job
The overall purpose of this role is to effectively manage the Children and Families Team, ensuring that Asian children in need are provided with a range of high quality services, according to their needs and circumstances, within the framework provided by relevant guidance, regulation and legislation. The post holder will work with key stakeholders, local residents and the voluntary sector in improving service delivery and promoting creative and innovative ways of tackling local problems, ensuring that our services are accessible to all users.

B
Key Responsibilities
1. Support team in their work with children and vulnerable adults

2. Act as a Designated Child Protection Officer for Hopscotch

3. Hold regular team meetings in order to agree priorities and monitor progress

4. Set up clear monitoring and evaluation frameworks for the team

5. Collate and analyse performance information on a regular basis and report to the Director on the team’s work
6. Support the Director in taking specific responsibilities for contractual relations with partners including Camden Council

7. Represent Hopscotch and the Children and Families Team at monitoring meetings with funders of specific projects

8. Deputise for Director in her absence

9. Represent Hopscotch externally to key organisations in liaison with Director. Attend conferences and events as appropriate and represent Hopscotch at meetings and networks.

10. Take the lead on community engagement, outreach and consultation initiatives and be the first point of contact for partners and external agencies
11. Support the Director in keeping Management Committee members up to date with Hopscotch activities

12. Work with the Director to help promote the work of the Children and Families Team

13. Ensure that Hopscotch’s policies and procedures are complied with in the delivery of services.

14. Carry out others tasks if reasonable as required by the Director
C
Service Development

1. Work closely with Director on fundraising strategies

2. Develop funding applications and bids for new pieces of work, in consultation with the Director, and in accordance with Hopscotch’s strategic aims and objectives 
3. Generate income through the marketing of Hopscotch services to local partners and Camden Council, enabling Hopscotch to capture a unique niche in the market
4. Support the Director to develop and improve services in accordance with Hopscotch’s Strategic Plan
5. Develop and deliver high quality training programmes to professionals and the local community in accordance with the Strategic Plan

6. Develop new ways of working to improve practice, performance, through management and partnership working, with approval of the Director

7. Effectively manage the team’s budget and resources to ensure impact, value for money and effectiveness.

8. Contribute to the development of services and ensure that all services provided meet the relevant standards

9. Manage within the budgets made available by the funders, and as advised by the Director and Finance Manager
D
Line Management

1. Manage staff within Hopscotch’s  policies and procedures

2. Manage the workflow of the team including allocation of work

3. To provide a high standard of regular and planned supervision to staff
4. To identify individual and team training needs and plan accordingly through appraisals
5. To ensure staff adhere to the policies and procedures established by Hopscotch 

6. To be responsible for staff disciplinary and grievance procedures and practice within employment legislation.

PERSON SPECIFICATION
	Qualifications
	Degree or relevant Professional Qualification.

	
	Evidence of wide ranging continued professional development

	Knowledge
	Knowledge of key strategic, legislative and policy frameworks across the Children’s Services and Adult Social Care.

	
	Knowledge and understanding of the benefits of partnership arrangements and working with other sectors.

	
	An understanding of the political, social and economic environment that the Asian community experience

	
	Knowledge of human resources policies and procedures, including recruitment, disciplinary and performance management procedures

	Experience
	Experience of successful service management in a relevant area

	
	Experience of working with children and families, and working with vulnerable adults, following statutory guidance

	
	Experience of performance measurement and evaluation systems 

	
	Experience of partnership work with external organisations

	
	Experience of managing a team, including line management and project management

	Skills & Abilities
	Effective presentation, communication and negotiation skills

	
	Excellent written communication skills, and the ability to prepare high standard written reports

	
	Good ICT skills, particularly in Microsoft Office including Outlook, Word, Excel and PowerPoint 

	
	Financial and budget management skills

	
	Ability to perform to a high standard under pressure and respond immediately to difficult situations

	
	Ability to strategically look at service to highlight improvements and have the flexibility and willingness to try out new ways of working

	
	Ability to plan and prioritise effectively and work on own initiative in a demanding environment

	
	Excellent customer care skills and the ability to communicate in both Bengali and English in a sensitive and effective manner on the telephone and through-face-to-face contact

	
	Flexibility to work unsocial hours and attend some evening meetings
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