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Ruils 

Job Description

Job Title:


Children’s Services Manager 
Responsible to: 
Chief Executive

Salary: 


Circa £30,000 - £32,000 pro rata
Pension:


Employer contribution
Hours: 


Part time 21 hours per week 
Based: 
The DAAC, 4 Waldegrave Road Teddington TW11 8HT

Terms:
Permanent Contract 
Introduction
Ruils is a user-led charity based in the Richmond borough that supports children and adults with disabilities and the elderly to live independently, be part of their community and to live life to the full. We provide information, advice, advocacy, befriending and activities to our clients and their families.

We are currently delivering the following services to young people with additional needs and disabilities and their families: Family Matters (Richmond and Hounslow), SEND specialist advice service, FriendBee (SEND Befriending) and Bright Futures (our new service for young people making that transition from children to adult services and further education).  The post holder is responsible for managing these services and identifying and securing new contracts, grants or funding opportunities for new services supporting children/young people and their families. 
Purpose of Post

1. To provide day-to-day operational management of the Children’s services and projects delivered by Ruils. 
2. To develop & maintain all children’s services to agreed standards of delivery including meeting all contract Key Performance Indicators.
3. To ensure that staff are well supported to work as a strong, co-ordinated and highly effective team. 

4. To ensure that children, young people and their families are an integral part of service design, delivery & monitoring. 
5. To work with the chief executive and the fundraising manager to identify and secure new projects, funding and contracts for services aimed at children/young people with additional needs. 


Key Duties
1. Oversee and manage service delivery across the various children’s services. 
2. Set and monitor targets for each project, monitor performance against these targets and identify and resolve any issues that arise. 
3. To provide timely, accurate and concise reporting of operational performance and other information as required by commissioners, funders, partners and the Ruils Board of trustees.
4. Work with children/young people and their families (and organisations that represent their interests) to ensure maximum user involvement in all service delivery. 

5. To work with the team to identify, budget and project manage the implementation of new services and contracts that meets our children/young people and their family’s needs. 

6. To be responsible for the active promotion of the services to potential and existing clients and stakeholders and to represent Ruils at both local and national events. 

7. To work with the chief executive and the fundraising manager in the preparation of bids and tenders for children’s services. 

8. To provide management support to the children’s team ensuring adequate recorded supervision and appraisals and effective management of case loads. 
9. To ensure that all staff have sufficient training and resources to be able to deliver services to a high standard. 

10. To work with local stakeholders to create and maintain a network of providers working in SEND in the London borough of Richmond. 

11. To monitor the staffing and resourcing of the services and implement appropriate changes that anticipates fluctuations in client demand and contractual requirements.
12. To be responsible for the recruitment, selection and induction of new or temporary staff.
13. To act as the Child Protection Officer for Ruils which includes: 

a. Keeping up to date with changes to Child Protection& Safeguarding policies and procedures; 

b. Ensuring all staff have received and have up to date Safeguarding and Child Protection Training;

c. To assist staff and act as a liaison (according to the Child Protection Procedure) between clients, staff, outside agencies including advocates, parents, carers (where appropriate) when concerns or instances of abuse occur;
d. Where appropriate, and requested, take part in the investigation of concern/incidence of abuse;
e. Work with the chief executive to ensure that Ruils meets it’s Safeguarding and Child Protection obligations.
14. To support the overall quality management at Ruils through internal audits. Full training to be provided. 
General

The post-holder is expected to work in line with the organisation’s core values, policies and procedures including health and safety, confidentiality, safeguarding adults and children, equal opportunities and diversity. 

Ruils is committed to supporting diversity and working towards equal opportunities for all, in all aspects of its work.

In carrying out their duties the post-holder should endeavour to maximise the opportunities for children and young people with additional needs to be independent and to create opportunities that enable them to reach their full potential. 

The above describes the normal duties, which Ruils expects from the Children’s Services Manager currently. It is necessary for all employees to be flexible in this respect, and all employees may be required from time to time to perform other duties that may be required by the employer to provide effective services to individuals and to ensure the efficient running of the organisation. 

Occasional evening or weekend work may be required for which Time Off in Lieu will be given in accordance with Ruils’ current policies.

In addition to the above the post-holder will:

· Be self-servicing and will maintain efficient files and records.

· Attend monthly staff meetings

· Attend personal supervision or appraisal interviews

· Attend and contribute to Planning Days and Events as and when required

· Undertake any training necessary to improve performance

· Comply with all relevant legislation  

Person Specification – Children’s Services Manager 
	
	

	
	Tested through Application Form 
	Tested at Interview 

	Education, Vocational Training & Qualifications 
	Degree level calibre or equivalent
	

	Experience
	1. Equivalent of 2 years’ experience of managing projects and/or services including setting targets & managing performance.
2. Experience of advising, enabling and supporting young people with additional needs and their families.

3. Experience of managing and motivating staff teams to produce work of a high standard.
4. Experience of managing contracts and working to Key Performance Indicators.
5. Experience of creating and managing budgets. 
	Experience of solving problems of a complex nature.
Experience of strong, effective team leadership.



	Knowledge & Understanding 
	6. Working knowledge of the SEND Reforms 2014 & the implications for young people & their families. 

7. Understanding of the Social Model of Disability 
	An understanding of current legislation including the Education Act 1996, the 2015 SEN Code of Practice, the Children & Families Act 2014, Equality Act 2010 and disability discrimination legislation.

	Skills & Abilities 
	8. Ability to lead and motivate a team with differing skills and experience.

	Ability to work on own initiative and with minimum day to day supervision.
Excellent communication and inter-personal skills. 
Good personal planning and organisational skills. 
Excellent IT skills, particularly in Microsoft Office Outlook, Word, Excel and use of the internet.
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