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CARING IN ACTION





         JOB DESCRIPTION / PERSONNEL SPECIFICATION        


	Job Title             Oasis Antrim Centre Manager ( Job Share)

	Department
	Oasis Antrim Youth Ways
	Hrs/Wk
	15+ 

	Main Purpose of Job:



· To provide effective and dynamic leadership and management of the Antrim Centre


	Organisation Structure
	
	Reports to
	Oasis Management Board

	
	
	
	
	

	
	
	Reports to
	Executive Director

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Required Minimum Education
· Relevant Degree
· Qualification  in Teaching and Learning


	Desirable Qualification
· Relevant Post Graduate Qualification



	Required Minimum Work Experience:

· 5 years Management experience of staff and volunteers

· Worked with marginalized young people in an education setting

· Planning, leading and implementing people focused programmes

· Effective team leadership

· Developing and managing quality systems to ensure excellence of service and promoting continuous improvement

· Effective working with stakeholders

· Community development

	Essential Skills/Abilities and Competencies:
· Ability to relate well with young people
· An understanding of Community Development and Outreach initiatives
· Awareness of factors impacting on and issues facing vulnerable children and young people and families (e.g. disadvantage, poverty, disability).

· Excellent communication and problem solving skills

· Ability to identify and respond to educational needs of vulnerable children and young people

· Ability to use ICT packages in recording, evaluating and managing information

· Ability to establish and maintain effective working relationships with key stakeholders.

· Ability to motivate, lead and work effectively as part of a team

· Ability to work to deadlines -re-prioritising as required.

· Ability to handle issues with sensitivity and confidentiality


	Desirable Additional Education, Work Experience and Personal Qualities:
· Understanding and awareness of the ethos and work of Oasis Caring in Action

· Access to own transport




	No.
	Key Performance Areas / Tasks:  



	1.
	Provide Direction
· Demonstrate a commitment to the effective education and well-being of children and young people

· Management of the project and tutoring as necessary 

· Ensure an effective management and quality assurance system is in place. 

· Provide a clear sense of direction by developing strategic and operational plans

· Provide leadership for the team in ensuring the achievement of plans 

· Responsible for developing and building the skills of a team to ensure the effective delivery of a quality programme which will meet its outcomes.

· Measure and report on agreed key performance indicators to the Management Board

· Analyse the changing external environment in which the programme will operate and its potential implications 



	2.
	Ensure Service Excellence
· Develop a young people-focused project that promotes excellence and builds on the understanding of the needs, rights and aspirations of young people

· Develop and manage quality systems to assure the excellence of services and promote continuous improvement

· Manage the improvement of services to meet young people’s needs and promote client satisfaction

· Ensure regular reviews and evaluation of services and other organisational activities

· Advocate on behalf of young people and their parents/carers as appropriate



	3.
	Facilitate and Deliver Change
· Encourage and support innovation 

· Plan, lead and implement an innovative project which will meet its desired outcomes.



	4.

	Manage Risk and Compliance
· Identify and manage organisational/project risk

· Promote a culture of equality of opportunity, fairness, diversity and inclusion

· Ensure compliance with all relevant legal, ethical and regulatory requirements



	5.
	Lead and Manage Staff and Volunteers
· Ensure effective recruitment and induction of staff and volunteers

· Delegate , motivate, involve and empower staff effectively

· Promote the growth and development of staff and support them to identify learning needs and avail of learning opportunities

· Give staff feedback and support them to develop their performance

· Help staff address problems affecting their performance

· Co ordinate  volunteers

· Ensure the Antrim Centre adheres to  the appropriate human resource policies, procedures and practices to comply with the law and good practice in the employment and management of staff and volunteers

· Initiate and follow disciplinary, and appeals procedures in line with the procedures and policies of the organisation



	6.
	Ensure Effective Team-working
· Build, motivate, lead and manage the staff and volunteers

· Promote effective team-working throughout the project

· Build and maintain collaborative relationships with other relevant organisations

· Be an effective and trusted ambassador for Oasis and Antrim Youth Ways



	7.
	Ensure Effective Communication
· Ensure the project communicates effectively with its stakeholders and builds support amongst the community

· Promote and ensure effective internal communication



	8.
	Ensure the Effective Acquisition and Management of Resources
· Ensure project finances are effectively and efficiently planned, controlled and reported on

· Effectively manage the Centre budget to achieve agreed plans

· Ensure effective protection from fraud and theft

· Ensure effective fundraising to resource organisational activities and development

· Lead fundraising efforts.

· Ensure the projects physical resources are managed effectively and efficiently

· Manage the environmental impact of the project



	9.
	Represent the Organisation and Build Strong Stakeholder Relationships
· Represent the organisation effectively to other relevant organisations and the community

· Build the relationship with, and listen to, key stakeholders, particularly young people and their families, and act on their expectations

· Prepare and deliver effective presentations to stakeholders.



	10.
	Deliver Effective Public Policy Advocacy
· Keep up-to-date with relevant public policy

· Develop effective and trusting relationships with key decision-makers and work with them to influence positive policy change



	11.
	Support Effective Governance

· Be accountable to the Management Committee

· Keep the Management Committee informed of relevant developments of the Antrim Project



	12.
	Any other duties deemed appropriate to the job role.




Transformed Lives, Transformed Communities

