	
	
	




CUMBERNAULD and DISTRICT 
WOMEN’S AID 
 
until women & children are safe 


JOB DESCRIPTION

	Post Title
	MANAGER

	Hours
	35 hours per week, Monday – Friday, plus participation in the evening and weekend on call rota. 

	Salary 
	£36500 to £40000, negotiable depending on experience
plus additional fixed payment for on call (when direct on call cover is fully provided) 

	Reporting to
	Chair of the Board of Trustees

	Base
	Cumbernauld and District Women's Aid SCIO, Cumbernauld




JOB PURPOSE
CADWA is a Scottish Charitable Incorporated Organisation, and exists to provide information, support and refuge for women, children and young people who experience domestic abuse.  The Manager’s job is to ensure the consistent, appropriate, and effective management of CADWA by providing services and community support to ensure that the needs of women, children and young people experiencing domestic abuse in the Cumbernauld and Kilsyth area are addressed and that the mission and aims of CADWA are met.  

KEY DUTIES AND RESPONSIBILITIES:
Overall responsibilities: 

Lead the organisation and promote its vision and values to ensure it achieves its objectives to secure positive outcomes for service users. 
1. Take overall responsibility for the management of the organisation under the general direction of the Board of Trustees. 
2. Develop a performance management culture throughout the organisation to ensure services are delivered to national service standards. 
3. Guide the organisation and support staff through a period of change and development, maximising opportunities to secure service improvement. 
4. Develop and sustain an inclusive culture that places the needs of service users at its centre.

Key activities 
 
1:  Governance 
· Act as principal adviser to the CADWA Board, attend and actively participate in Board meetings. 
· Undertake organisational tasks associated with Board meetings, including preparation of agendas, reports and minutes. 
· Co-ordinate the recruitment, induction, training and support of trustees to ensure they have adequate knowledge and understanding of the requirements of their role. 
· Provide qualitative and quantitative information and reports
· Provide financial reports, in respect of all areas of work. 
· Ensure that accurate, relevant and timely feedback and reports are provided to the Board. 
· Ensure that the Board meets its legal requirements to the Office of Scottish Charity Regulator 		(OSCR).

2:  Service development 
· Take a lead on the strategic development of the service. 
· Ensure the implementation of any relevant legislation and agreed CADWA policies and be proactive in developing policies and procedures that comply with best practice. 
 
3:  Service delivery 
· Develop  co-ordinate all service areas in the organisation to ensure effective service delivery. 
· Ensure that high quality services are delivered in a way that maximises outcomes for service users, consistent with maintaining financial and operational viability. 
· Develop and sustain good practice and consistent patterns of working in the provision of support to service users. 
· Ensure that the out-of-hours service is provided and participate in the on-call rota. 
· Act as registered manager with the Care Inspectorate for a Housing Support/Day Care of Children Service and ensure compliance with SSSC and National Care Standards as required. 
 
4:  Management of staff 
· Ensure mechanisms are in place to enable the active participation of staff in the development and management of the organisation, to raise and sustain morale and improve team working. 
· Identify staffing needs. 
· Ensure accountabilities and responsibilities are clear for all staff. 
· Ensure that objectives and work plans are set for staff and they are supported to achieve them. 
· Provide line management and supervision through the Senior Practitioner for all staff to maximise staff effectiveness and increase motivation by means of appropriate support, development and review. 
· Review and monitor work practices. 
· Ensure that regular staff appraisal is carried out in line with the organisation’s policy. 
· Deal with staffing matters e.g. sickness, absence, grievance, conduct, poor performance or discipline in accordance with the organisation’s policies. 
· Act as the organisation’s principal signatory for Disclosure Scotland.
 
5:   Finance 
· Ensure sound financial management and have operational control of budgets, ensuring that expenditure is within budget. 
· Ensure compliance with audit and grant monitoring requirements. 
· Monitor financial performance and procedures and ensure that accurate financial records are kept. 
· Report financial performance to stakeholders at agreed intervals. 
· Take effective action to maximise income, ensuring that continuing revenue funding is negotiated with relevant funders and that other potential sources of funding are actively pursued. 
 
6.  Partnership Working 
· Take the lead role in liaising with external agencies ensuring that the organisation is represented on all relevant partnerships thus to enabling it to play an active role in the development and delivery of services, maintain constructive working relationships and identify opportunities for growth. 
 
7.  Promotional activity 
· Take effective action to raise the profile of the organisation and to increase awareness of domestic abuse and services available e.g. via the media and social media, networking, publicity material, training and awareness-raising. 
 
8.  Performance management 
· Ensure that the organisation complies with statutory and regulatory requirements. 
· Develop and implement a performance management framework to ensure all services have clear and measurable objectives, standards and outcomes. 
· Ensure that all reports are completed and sent to relevant bodies within set time scales. 
· Ensure qualitative and quantitative information and reports are provided to all relevant external agencies as required by contractual funding agreements and regulatory requirements 
· Ensure systems are in place to seek the views of users, staff and other stakeholders to inform the continued improvement of services. 
· Ensure the production and publication of the Annual Report. 
 
9.  Health and safety & equalities 
· Ensure the organisation complies with all health and safety requirements in respect of its staff, facilities and activities.
· Ensure that all staff are aware of their personal responsibilities in relation to health and safety. 
· Ensure that all the organisation’s activities comply with equalities legislation, policy and practice. 
 
10. Representation 
· Represent CADWA on any partnerships, working groups etc. that will further the aims and objectives of CADWA. 
· Campaign publicly and become involved in such groups, as a representative of CADWA, which will raise awareness of violence against women and increase public understanding of the work of Women’s Aid. 
· Participate in SWA to ensure that this resource is fully utilised to the benefit of CADWA.

This job profile is intended as an outline of the responsibilities and qualities required for the post and does not form part of terms and conditions of employment.  
 
Registration with the SSSC as the Manager of a Housing Support Service and membership of the PVG Schemes for Vulnerable Adults and Children are required for this position. 

This post is open to women only (Equality Act 2010 Work Occupational Requirement Exception, Schedule 9 Paragraph 1). CADWA welcomes applications from women from all sectors of the community.
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