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JOB DESCRIPTION
POST:


Support Services Manager
RESPONSIBLE TO:
Head of Care and Support 
RESPONSIBLE FOR:
Team Leaders





Housing Support Workers

OVERALL OBJECTIVES
1 To deliver high quality services in a range of housing and support schemes
2 To produce and implement an annual service delivery plan that will be monitored, reviewed and amended on a quarterly basis, which will establish the aims and objectives of the services in conjunction with the association’s overall aims and objectives
3 To ensure that all service users and tenants of the association receive levels of support as determined by their needs, and to ensure that their requirements are regularly reviewed and amended accordingly
4 To deliver and implement the policies and procedures of the association and to ensure that the aims, objectives, and targets of the association are met, liaising with internal and external stakeholders where necessary.

5 To represent the association to external stakeholders, potential clients, customers and partners and to promote its services, aims and objectives.
Key Tasks
1.
Management:
1.1 To manage and motivate staff and to produce plans and targets for the service teams, to produce accurate performance measures and to monitor performance.

1.2 To carry out quarterly service audits and to devise and implement action plans based on the outcomes

1.3 To develop staff through regular appraisals, support and supervision identifying relevant training needs.
1.4 To ensure that all services are adequately staffed at all times.
1.5 To be responsible for providing or arranging the provision of adequate out of hours on-call advice and guidance to front-line staff.

1.6 To devise an annual budget for each service and to manage the approved budget effectively.

1.7 To devise a development plan for the services and to contribute to service reviews.

1.8 To provide regular reports to the Head of Support Services regarding : 
1.8.1 Quality of service delivery

1.8.2 Budgetary performance

1.8.3 New initiatives

1.8.4 Staff performance
1.8.5 Forum/seminar feedback

1.8.6 Performance against targets (both individual and service based)

1.8.7 Meetings with significant staff from external agencies, stakeholders etc. 

1.8.8 Any significant arrangements/changes to service provision
2.
Service Delivery:

2.1 To assess prospective service users as suitable for the services provided by the association, liaising with Social Services, PCTs and other referral agencies.
2.2 To liaise with Housing Services team in ensuring housing management policies and procedures are implemented.
2.3 To ensure tenancies are properly managed and that action is taken to ensure the general satisfaction of all tenants.
2.4 To be responsible for all support services provided to service users, ensuring support plans are regularly reviewed and adhered to.
2.5 Develop and maintain tenant participation, involvement and consultation with tenant groups and tenant representatives specific to the needs and requirements of the service user group.
2.6 To monitor, review, and continuously improve the services provided to tenants and service users.
2.7 To liaise with care managers to ensure the service delivery is appropriate to the needs of the service user. 

3.
Internal and External Liaison
3.1 Strategic alliance with Primary Care Trusts, Supporting People, and other agencies where required.
3.2 To participate in local authority and Supporting People strategic planning mechanisms, representing the Association’s interests and identifying new business opportunities.
3.3 Finance Staff with regard to budgets.
3.4 Service Development Manager in ensuring continual improvement, monitoring, reporting and implementation of performance objectives. 

3.5 Supporting People Managers in relation to SP contracts and local strategic planning.
3.6 Other external stakeholders involved in the support of service users and tenants.
4.
Supporting People
4.1 To maximise Supporting People Grant.
4.2 To liaise closely with local authority Supporting People managers and promote the services of the association.
4.3 To effectively manage Supporting People contracts.
4.4 To manage Team Leaders and Housing Support Workers in the assessment and provision of support services.
5. General

5.1 To comply at all times with the Association’s legal, contractual and regulatory responsibilities in relation to the above duties.
5.2 To be aware of policies, procedures and guidelines which are current at any time and always to carry out duties accordingly.
5.3 To contribute to the development of policy, procedures and best practice

5.4 To attend meetings and carry out other duties as may be reasonably requested.

MAIN TERMS AND CONDITIONS

Post:
Support Services Manager 
Basic Salary:

Salary Band C
Car Policy:
Mileage allowance payable
Annual Leave:

22 days plus bank holidays
Hours of work:
35 hours per week
	A full statement of the main terms and conditions of employment will be supplied with any formal offer of employment.  The above information may be helpful to applicants as a guide, but should not be treated as a substitute for a full contract of employment.


	Qualities
	Criteria
	Essential
	Score

	EXPERIENCE
	2 years of working in a support environment (either housing based or service based) 
Evidence of success in achieving excellent service provision either through a recognised review process or inspection regime.

A track record of dealing with Supporting People funded services
A track record of implementing new service provision liaising with external stakeholders (including but not exclusively SP, Social Services, Primary Care Trusts, voluntary agencies, other housing providers)
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	SKILLS
	Excellent communication skills and an ability to communicate and explain to people of all levels both within the association and external stakeholders complex information.
Proven personal organisational skills to manage an extensive workload, prioritise between conflicting demands, meet tight deadlines. 

2 years staff management experience including recruitment, appraising, motivating and disciplining
An ability to use IT packages for effective programme/project management and communications. 

A proven ability in reporting service performance data to senior staff
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	KNOWLEDGE
	An understanding of the Supporting People regime, QAF, funding, and up to date knowledge regarding the potential changes within the SP framework

An understanding and experience of Social Services funding, including negotiating additional funding based on analysis of support requirements both at a service and individual level

Evidence of understanding the issues regarding persons requiring support (eg assessment of support levels, suitability, housing requirements, support mechanisms, liaising with care managers etc)
An understanding of the business planning process, reporting mechanisms and how this integrates into a housing/support environment

An understanding of disability issues and barriers to equality and inclusion
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	VALUES
	Strong commitment to diversity and anti-discriminatory practice in respect of employment of staff and provision of housing services
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