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Job Description 


Assistant Service Manager

The Trust
Donaldson’s Trust is a longstanding provider of care and education to disadvantaged children in Scotland. The Trust has delivered services to children since 1856 in Edinburgh and since 2007 in Linlithgow.  Our staff team provide specialist services to children, young people and families in Scotland.  We work in partnership with Scottish Government, local authorities, child care professionals, public services and business.  

Job Details

To lead in conjunction with the Service Manager on the implementation and on-going development of #JunX10n, Donaldson’s Trust’s transitions support service for young people aged 14 to 25 with neuro-diversities. The service aims to empower young people to identify goals and ambitions for their future by improving their understanding of their own strengths and wellbeing needs and gaining opportunities to engage in activities that could lead to increased community engagement, further education opportunities, or employment.

Principal Duties & Responsibilities
Service specific
· assist the #JunX10n - Service Manager to ensure the service supports individuals and groups in their personal development and helps them build the skills required to fulfil their potential. 

· ensure young people, parents, staff and our partners are consistently engaged and involved in the work we are doing to empower young people to reboot their life choices and options.

· promote and improve the environment to support the physical, social, intellectual and emotional needs of young people;

· participate in, contribute to, and lead continuous quality improvement in service  practices;
· Ensure effective networking by working with appropriate services and promote the work of the Trust. 

· Contribute to self- evaluation of the service ensuring evaluations are robust
· work alongside the service manager in the day-to-day management of the service and help set the tone and culture of a positive environment for living, learning and working;

People Management

· assist the service manager in the leadership, direction and development of teams and individuals, and maintain healthy, safe and productive working practices.

· assist with the recruitment requirements for the service

· co-ordinate training needs of staff team, individually and collectively
· help staff apply theoretical knowledge of young person’s development into their daily practice;
· plan and lead identified team meetings and, at the direction of the Manager of #Junx1on, contribute to other regular meetings as required. 
· provide positive leadership and support to staff young people and volunteers; 

· supervise / mentor staff formally and informally consistently, and provide feedback to individuals and whole staff to assist in the development of staff;
· ensure regular reviews of daily operations and staff teams as well as compliance with the Trust’s policies and procedures 

· Liaise with the HR department on employee relations matters 
· ensure staff absences and holidays are recorded as per the Trust’s procedure

Daily Operations

· deputise in the absence of the service manager; be familiar with and have a clear understanding in terms of duties and expectations at times of deputising.
· assist the service manager to maintain, prioritise and develop operations, resources and activities to meet performance targets, schedules and budgetary requirements, including contributing to the future planning. 
· assist with specific management tasks, undertake all associated operational duties and support in organisational matters;
· Plan, promote and develop activities to meet person centred plans, service objectives and legal requirements, ensuring positive outcomes for service users and other stakeholders.

· Monitor and control the use of physical and financial resources, to meet service standards and requirements, reporting changes and variations and making recommendations as appropriate
· manage petty cash transactions within the service;
Service Requirements
· set and review staff rotas, in consultation with the service manager to ensure adequate cover, as determined by the Care Inspectorate, is maintained, and develop and implement procedures to cover when short staffed;
· provide regular reports to the Senior Management Team to ensure awareness of all relevant operational matters.
· complete detailed inventories of activities, safety checks, and other tasks associated with service operations;

· ensure that the physical functionality of the service area and its surroundings are well maintained, and ensure prompt remedial action of noted defects by logging with the Facilities department; 

· ensure that ICT provision is fully functional and accessible within the service and note any difficulties or upgrades required by logging with the ICT department. 

· assist in setting and achieving the targets of the service relevant to the National Care Standards, the School Improvement Plan, the School Business Plan, legislation, registration, regulation and inspection requirements; and identify necessary improvements in the performance of the service;

Direct Support
· To support service users, their parents and carers effectively and sympathetically, improving and enhancing their experience of transitions
· Plan, promote and develop daily operations, resources and activities to meet the service users’ needs and identified outcomes

· Participate in daily activities assisting and supporting service users 

· Engage in all aspects of Person Centred Planning (PCP) and approaches, giving informed choice, supporting individuals to recognise what is important for them and to them
· To prepare weekly schedules for service users that directly address tasks set out on person centred plans, ensuring service users understand the purpose and that they are actively worked on within achievable timescales which suit service user’s needs, with a focus on achieving outcomes and targets in line with (PCP’s) and service objectives’
· Prepare service users, parents and carers by supporting their understanding of the (PCP) process.  Gathering information and thoughts prior to sessions.  

· Contribute to PCP sessions when required, whether verbally, via facilitation or via graphic recording of sessions

· To be first point of contact for service users  
· To ensure the timeous completion of all departmental service records 
· To ensure staff handover procedures are fully adhered to
· To manage petty cash transactions
Relationships

· Adopt a person centred and individual approach with each service user

· To be sensitive and empathetic in approach towards introducing service users to new experiences

· Promote the theory and language of neuro-diversity, working with the person and not the diagnosed condition

· To consult with a specialist onsite for support with any issues regarding specific service user conditions, traits, behaviours or concerns which will increase your understanding and subsequent practice

· Work professionally and employ a “can do attitude” and approach to all interactions and communications with service users, parents, carers, and professionals 
· Be a role model for the trust, promoting its values of trust, respect, caring, unity and fun in daily practice
· Ensure effective partnership with external providers, promoting the service and its person centred approaches
· To work as part of a team using various skill’s  ensuring the service user at the heart of all plans
· To develop and maintain positive relationships with service users and staff team which constructively contribute to the services experience

Policies, Procedures, Legislation
· Responsibility to understand and report concerns to the service manager, ensuring good practice and compliance with legislation and trust policies and procedures

· Responsibility for ensuring workplace and young person’s risk assessments are adhered too and reviewed as required

· Maintain service user and departmental records professionally, accurately and in line with legislative and Trust requirements, reviewing practice of such on a regular basis

· Responsibility for keeping up to date with service specific training, development and individual CPD within areas of expertise

· Adherence to national legislation and guidance in relation to your role
· Ensure professional registrations are in place and kept up to date
· To be aware of and comply with the Trusts Policies and Procedures including but not limited to, child protection, adult protection, facilities, data protection, Health & Safety, ICT, HR, Equality & Diversity, Financial

Organisational Support
· Work and deliver using Person Centred Planning, philosophy and approaches

· Contribute to the development, evaluation and inspection of the service 
· Ensure service standards are maintained with a focus on achieving outcomes for individuals which link to service objectives
· To participate in and contribute to the continuous quality improvements within the service

· Contribute to the supervision and reviews process, setting objectives which link to service user and organisational objectives as well as identifying personal needs and development opportunities
· Ensure the Health, Safety and Wellbeing of service users within your care 

· Ensure the Health, Safety and Wellbeing of yourself and colleagues whilst in the workplace including maintaining a healthy work life balance, taking responsibility for own stress levels and acting on advice, applying strategies if required
This document provides a concise statement of the current major tasks and activities of the job.  It is not an exhaustive list of all its detailed duties. 
PERSONAL SPECIFICATION

EXPERIENCE

· Experience of working with neuro-diverse young people including those with Asperger’s or High functioning Autism
· managing, supervising and motivating teams

· delivering services from a person centred perspective using person centred approaches and theory

· A well-developed appreciation of the importance of holistic development for young people and the impact which this can have in achieving meaningful goals.

· A background of working in partnership with parents and external/partner agencies/services

· Experience of report writing

EDUCATION & QUALIFICATIONS

· SCQF Level 9 or working towards

SKILLS/ABILITIES (GENERAL)

· An awareness and understanding of current legislation in Education, Care and Health and its impact on young people

· An awareness and understanding of current Child and Adult Support and Protection legislation/guidelines and developing service policies in line with requirements.

· Ability to work effectively as part of a team or individually

· Excellent organisation and time management skills

· Knowledge of person centred thinking
· A pro-active approach

· Willingness to lead and assist others

· A genuine drive and enthusiasm for working with young people and young adults

· Values which align with Donaldson’s aims and ethos
· Willingness to work flexibly to meet deadlines
· Ability to manage own workload efficiently and effectively with an ability to self-regulate against changing pace of service.
· Commitment to Continuing Professional Development
· Ability to join the PVG Scheme for this type of regulated work 

· Full, clean U.K driving license and access to own vehicle.

DESIRABLE

· SVQ Care Service Leadership and Management at SCQF Level 10 or equivalent or working towards

· Experience of contributing to self-evaluation processes

· Direct experience of delivering person centred planning sessions using both M.A.P and P.A.T.H
· Knowledge of relevant Health and Safety legislation

· Wide variety of interests

· Creative thinker

· Graphic facilitation
· Ability to respond flexibly to emerging and changing circumstances
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