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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Service Manager


	POST NUMBER:  1100DWL


	REPORTS TO (Job Title):  


	Head of Service

	DEPARTMENT:   Children’s Social Care


	GRADE: 11

	JE REF:
	0099 A00161
	PANEL DATE:
	150113


	1.
	MAIN PURPOSE OF JOB

To co-ordinate and manage a full range of support services to young people and children in need and their families within the Service Unit’s remit, ensuring that the welfare of children in need is safeguarded and promoted.



	2.
	KEY TASKS:

	
	i
	Co-ordinating and overall management of the services, within their Service Unit responsibility, provided for children, young people and their families, ensuring;
· that children and young people in need and their families receive appropriate support services, on the basis of assessed need;

· that the welfare of children and young people in need is safeguarded and promoted within their own families, wherever possible and consistent with their best interests;

· that children looked after by the local authority receive the highest quality service and are subject to effective care planning arrangements.

	
	ii
	To take overall line management responsibilities for the effective deployment of Service Unit staff. To supervise on a regular basis named managers within their group in line with departmental procedures and to ensure that all have an up to date staff appraisal and personal development plan.  

	
	ii
	To establish, maintain and monitor effective arrangements for the support and regular supervision of all Service Unit staff.

	
	iv
	To be accountable for managing the overall Service Unit budget within agreed and established cash limits. 

	
	v
	Assisting with the planning and development of services to establish integrated strategic and operational partnerships for York involving other council departments and external agencies.

	
	vi
	To establish and review a development plan for the Service Unit and to contribute to the overall strategic planning for the Children’s Service Division, thereby ensuring that the identified needs of individuals and communities are met in the most efficient and effective way possible within available resources.

	
	vii
	To develop the work of the Service Unit in line with the overall policies of the Children’s Service Division, maximising the contribution of other Council Departments, and other statutory and voluntary sector service providers as appropriate, including action to co-ordinate support services to individual families and involvement in inter-agency, multi-disciplinary initiatives.


	
	viii
	To work with Quality Assurance colleagues and in consultation with Service Unit staff to develop and monitor implementation of specific measurable standards for the work of the Service Unit.

	
	ix
	To ensure that all Service Unit staff are clear about what is expected of them, and that they are kept informed about their performance and enabled to acquire and develop necessary skills through regular professional consultation at an appropriate level and through a formal annual appraisal, leading to a personal development plan.

	
	x
	To manage sensitively but firmly placing an emphasis on leadership and motivating staff rather than on mechanisms of control.

	
	xi
	To help set and respond to management  objectives for Children's Services and to allocate, manage and monitor performance and resources to deliver agreed policies on time and within budget.

	
	xii
	To ensure that all Service Unit staff are given opportunities to be kept fully aware of appropriate information, developments and issues within the Directorate. 

	
	xiii
	To undertake ‘portfolio’ responsibilities outside of specific service units as agreed with Head Of Service.  

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting -  

Direct:   Up to 6 (full line management)

Indirect: 12 – 20 (incl. some line management activity)



	4.
	CREATIVITY & INNOVATION

Service Managers work within the service to ensure the development of individual Care Plans to meet the needs of the children and young people referred to the Service Unit. They use their skills, knowledge, experience and imagination to find solutions for the problems involved in supporting the child/young person and their family.  Each case is unique and often very complex, which will require a specifically designed programme of care, which must meet statutory requirements, adhere to policy and guidelines.

The Service Manager will work closely with Practice Managers and case holders to confirm the quality and appropriateness of service and Care Plans. 

The Service Manager will also review the cases being managed by their team on a regular basis and will make recommendations for adjustments for care plans subject to the information gathered and the changing needs of the child. 

The Service Manager is responsible for using their skills, knowledge, experience and imagination to ensure that service provision processes used by themselves and staff they manage are effective. The Service Manager will identify and implement efficiencies and improvements where necessary.  

The Service Manager is responsible for using their skills, knowledge, experience and imagination to ensure that QA processes used by themselves and staff they manage are effective. The Service Manager will identify and implement efficiencies and improvements where necessary.

The Service Manager is expected to use imagination, innovation skills and subject knowledge in seeking new and better ways of managing services.

The Service Manager is responsible for strategic planning at service team level and will use their knowledge, innovation skills, experience and imagination in developing team strategies and contributing as required to the design of departmental plans and strategies.



	5.
	CONTACTS & RELATIONSHIPS

This post sits within a multi-agency role and the post holder will have contact with colleagues from various services, trade unions and elected members.

Daily: 

They will have contact with colleagues within Children’s Services, including other Service Managers, Practice Managers, Independent Reviewing Officers, Placement Workers, Social Workers, Family Support Workers and other care providers such as residential children’s homes (Wenlock Terrace and the Glen) and admin staff in connection with the various children they are reviewing.  They will work closely with fostering services or adoption services to find placements for those children in need and also external providers of childcare. 

Frequent:
They will have regular contact with their manager, providing management information on the service as part of the quality review process.  With the police, education authority and health services when gathering information with respect to an individual child’s circumstances and at a strategic level to inform the development of the service.  They will attend meetings such as MAPP (multi-agency public protection) and Safer York Partnership, in relation to complex or high profile cases, and in relation to their portfolio responsibilities. They will have contact with other departments within the council such as human resources or legal services.

Less Frequent:

They will also work with other authorities, particularly when children and young people are being transferred or are in need of assistance with the provision of a particular care package or when they are researching cases and best practice. 



	6.
	DECISIONS – discretion & consequences

Discretion – Post holder will be required to take decisions all the time.  The decisions taken impact directly on the child and their family/carers; they are made to protect the child and to secure their welfare.  The decisions taken will have an effect upon the rest of their life.

The Service Manager will decide on processes to ensure the equitable and timely allocation of work across the service unit. The Service Manager will monitor and assure that the most appropriate interventions have been applied using their skills and knowledge to assess Care Plans developed within the service unit.  They will review the decisions made by the Practice Manager to ensure that the correct level of care is being met, deadlines are being adhered to and appropriate records maintained.  The Service Manager will ensure that mechanisms are in place to enable children and young people to participate in the design of their Care Plan and will monitor the process to ensure that best practice is observed. 

The Service Manager will take decisions in relation to the management of risk and will ensure systems are in place to review when it is perceived that it would be inappropriate for a lone worker to attend a visit, particularly when dealing with new referrals.

The Service Manager will support the Practice Manager in attending court as required to present evidence in relation to the care provided and recommended for an individual child; the decisions taken must be justifiable and based on research evidence.  The Service Manager will support the Practice Manager in attending review meetings and panel meetings to present evidence to support recommendations as required. The Service Manager must ensure that systems for review and closure of cases are established and adhered to, and that such decisions are documented, based on evidence; they must be transparent and accountable.  

The Service Manager will be involved in service related decisions regarding service provision, and will monitor performance targets, staff levels, available resource and regulatory compliance.  Being responsible for a particular Service Unit they will be involved in all service related decisions, having to find solutions to problems within the service as they arise within the resources available and budgetary requirements, making sure that appropriate procedures are followed and working with staff to reduce potentially difficult situations, which could have political implications for the council.  
The post holder has a responsibility to review the procedures and processes within the service and assess these against changes within regulations or guidelines either nationally or locally.

As an investigating officer they will need to assess the complaint and determine what type of investigation is required, gather the information and present their findings.

Consequences – Service Managers have to work within the system 

and ensure that the interventions recommended within the Care Plan will meet the complex needs of the vulnerable child/young person.  They are responsible for ensuring that the Service Unit and the care provided will meet  statutory requirements and deadlines placed on the local authority and will enable it to meets it’s duty of care for children and young people within the care system.



	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value

Mobile                                                                      £100

Named key holder for buildings



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

· The post holder has to plan their workload and work within service deadlines.  The referral of cases is outside their control and priorities have to be constantly monitored and adjustments made to reduce conflicts and maintain service deadlines.  
Physical demands

· This post is not physically demanding, but can be very demanding emotionally and psychologically.
· Mixed work conditions; part of the time is office based. The post holder does a lot of driving to get to meetings; sometimes they have to travel long distances.

Work conditions

· Mixed work conditions, part of the time is office based.  Sometimes the post holder will have to work out of hours, either attending a meeting or dealing with an urgent situation in response to child protection matters to bring it to a safe handover point.

Work context

· Due to the sensitive nature of the work, the post holder is exposed to verbal aggression either on the telephone or in face-to-face meetings daily.  Potentially there is a daily risk of physical aggression when working with vulnerable children and their families/carers who can be very upset.  The post holder will regularly have to deal with difficult decisions and this will sometimes involve giving unwelcome news which can be very stressful and emotionally draining.



	9.


	KNOWLEDGE & SKILLS 
· Must have a relevant professional qualification in Social Work: Social Work Degree, CQSW, CSS, DipSW or equivalent and be GSCC (General Social Care Council) registered.
· Four years post qualification experience, including experience of staff or student supervision.
· Direct, relevant experience of providing services to children and their families within the framework of the Children Act 1989.
· A sound working knowledge of the underlying philosophy and the main provisions of the Children Act 1989 and the associated volumes of operational guidance.
· Demonstrable evidence of effective practice experience in cases involving the resolution of complex legal and professional issues affecting the welfare of children and young people, including the protection work, legal proceedings and children being looked after.

· Knowledge of the key objectives of the Every Child Matters agenda and of other initiatives influencing the development of safeguarding and family support services

· A demonstrable understanding of high standards of professional practice and of effective systems for ensuring the delivery of high quality, child-focused, customer-orientated services

· Knowledge of the principles of quality assurance and standards based service.

· A clear and demonstrable commitment to the delivery of high quality, child-focused, customer centred services.

· A demonstrable understanding of high standards of professional practice, and of effective systems for ensuring the delivery of high quality, customer orientated services.

· The ability to provide leadership and to motivate and develop staff.

· Excellent inter-personal skills and the ability to work co-operatively both within and across professional disciplines and agency boundaries.

· A good standard of written and oral communication.

· A demonstrable ability and commitment to involving customers in all aspects of service delivery and development.

· The ability to work with groups of people and the necessary presentation and training skills.

· The ability to utilise the opportunities of new technology and to contribute to the performance management agenda.

· Ability to use office based IT systems

Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C1 - Effective operational proficiency or advanced - Can express him/herself fluently and spontaneously, almost effortlessly. Only a conceptually difficult subject can hinder a natural, smooth flow of language.
This post requires the post holder to undertake an enhanced – child workforce (with barred list check) criminal record check via the Disclosure and Barring Service.



	10.
	Position of Job in Organisation Structure
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Job reports to: Head Of Service
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Other jobs at this level:   





Jobs reporting up to this one:


Practice Manager
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