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Job Description

Service Manager – Projects
(Fixed term to 30 June 2019)
Location:
to be confirmed upon appointment: either AMH Regional Office, Antrim or AMH Belfast.

Responsible to:
Operations Manager
Accountable to: 
Head of Operations
Role: The overall purpose of this post is to effectively manage a range of resilience and well-being projects/programmes including AMH MensSana (exc. Southern area) and undertake time-bound projects which support operational development with the aim of:
· Promoting positive mental health and emotional resilience
· Enhancing the development and quality of life of individuals
· Encouraging a culture of equality of opportunity and social inclusion 

· Securing achievements and positive outcomes for project participants
· Demonstrating cost-effectiveness

Key Result Areas:
1 Business Outcomes 

2 Quality Assurance

3
Staff Support and Development
4
Personal Training, Development and Practice
Key Result Area 1: Business Outcomes
· Financial Management & Budget Planning

· To achieve balanced budgets for identified projects via a process of budget planning and ongoing financial monitoring and review
· Prepare annual project budgets in accordance within agreed timescales 

· Operational Targets

To realise the attainment of annual operational targets in respect of:

· Participant recruitment and attendance
· Positive outcomes for project beneficiaries
· Publicity and communications requirements 

· Monitoring and evaluation reports
· Beneficiary and stakeholder satisfaction

Key Result Area 2: Quality Assurance
· To ensure the effective delivery of resilience and well-being projects in accordance with funder requirements
· To ensure compliance with all contractual requirements as directed by stakeholders and funding bodies in relation to service delivery including adherence to PHA Standards for Promoting Mental and Emotional Wellbeing
· To undertake projects which support operational development in accordance with best practice
· To manage quality improvement systems including Investors in People and Customer Service Excellence 

· To ensure compliance with risk management procedures.

· To ensure compliance with Adult and Children’s Safeguarding policies, procedures and practices.
· To ensure compliance with all aspects of legislative and organisational Health & Safety standards and requirements are maintained.
· To ensure adherence to all AMH policies and procedures.

· To maximise opportunities to promote the work of the organisation through effective marketing and PR.

· To maximise opportunities for the recruitment and support the management of volunteers to support the delivery of services within span of control.

Key Result Area 3: Staff Support and Development

· To undertake supervision, appraisal and workplan reviews with staff in line with AMH’s staff learning and development process.

· To support staff development and on-the-job learning through person centred coaching and mentoring.

· To provide the kind of environment that promotes staff commitment, motivation and development.
Key Result Area 4:  Personal Training, Development and Practice
· To take part in supervision, appraisal and training as identified through AMH’s Staff Learning and Development Processes
· To take personal responsibility for continuing personal and professional development.

· To maintain a current continuing professional development portfolio.
· To adhere to AMH’s set of Core Values and Corporate Behaviours
In addition to the above duties the post holder with be expected to be flexible in discharging these duties and any other additional tasks as may be reasonably assigned according to the changing priorities of the organisation.
SERVICE MANAGER – PROJECTS

(Fixed Term to 30 June 2019)

PERSONNEL SPECIFICATION
	REF
	AREA
	ESSENTIAL

(
	DESIRABLE

(

	1
	EDUCATION/ PROFESSIONAL QUALIFICATIONS
	
	

	
	QCF Level 5 in Management or Health & Social Care (or equivalent) 
	(
	 

	2.0
	EXPERIENCE
	
	


	
	Relevant management experience in a training or day care setting or similar (including supervision of staff)
	(
	

	
	Experience working in a mental health or other relevant setting
	(
	

	3
	COMPETENCIES
	
	

	
	Able to demonstrate excellent communication, written and presentation skills
	(
	

	
	Proven ability in influencing and working collaboratively with key stakeholders.
	(
	

	
	Knowledge of the range of services and development opportunities available for the client groups
	(
	

	
	Proven ability to effectively support and lead a team
	(
	

	
	Experience of quality assurance frameworks, continuous improvement and the delivery of best practice
	(
	

	
	Able to demonstrate ability to meet business targets and outcomes
	(
	

	
	Excellent administrative skills (including organisational skills, financial management, use and application of information technology, monitoring/evaluation and report writing)
	(
	

	
	Ability to support the delivery of the organisation’s strategy, operational targets and ensure contract compliance
	(
	

	
	Committed to ensure that the service is managed in accordance with relevant organisational, legislative and contractual standards
	(
	

	
	Demonstrate flexibility, self-motivation, confidence and ability to use of initiative
	(
	

	
	ADDITIONAL 
	
	

	
	Current full driving licence, valid in the UK and access to a car on appointment or access to a form of transport which will permit them to carry out the duties and requirements of the post in full  
	(
	

	
	To undertake other additional duties as may be reasonably assigned according to the changing priorities of the Service and the needs of the client group
	(
	

	
	The successful candidate will be required to undergo an Enhanced check via the Access(NI) Service before commencement of employment
	(
	

	
	SALARY SCALE
	
	

	
	Salary Scale Band H, £33,000 to Point 5 £37,000 per annum.  Candidates will normally be appointed at the start of the pay scale
	
	

	
	HOURS OF WORK
	
	

	
	35 hours per week: The nature of the work may require additional hours to satisfy the job requirements. There will be no payment for additional hours worked.
	
	


* A copy of AMH’s Core Values and Behaviours is attached for your information

Please note that shortlisting for the post will be based on the above criteria.

Page 1 of 5 

