Beyond the Wall
Thornham Magna, Eye, Suffolk

Job Description: Centre Manager
	Staffing

	Ensure adequate staff and volunteers are available to meet client and operational needs

	Establish a training programme for staff which meets the needs of the organisation

	Implement the appraisal system and report annually to trustees

	

	Operational Management

	Ensure comprehensive risk assessments are in place for individuals, activities and facilities

	Ensure a working knowledge of all policies and procedures appropriate to the role and to review and update these in conjunction with the trustees

	Facilitate group and individual supervision sessions and joint client and volunteer meetings

	Ensure that all relevant documentation is completed correctly and in line with required deadlines and standards and maintain all records and systems as appropriate and in accordance with the Data Protection Act

	Ensure all activities are compliant with organisational policies and procedures

	Ensure the centre is well maintained and fit for purpose, and report any building/facilities issues to trustees

	Organise and assist with visitors’ days and special events

	

	Clients

	To act as safeguarding lead

	Ensure clients personal care needs are met, so that they can fully access the service

	Facilitate and support clients in decision making, prompting choice, involvement and empowerment

	Maintain appropriate communication channels within the service and in particular between the clients, their carers and advocates

	

	Learning

	Manage client programs off  site and with other groups as required

	Ensure all clients have appropriate assessment and learning plans, where individual goals are set and reflected on and progress is recorded

	Deliver and facilitate learning and attainment of therapeutic goals, through a range of person centered activities

	

	Leadership

	To attend trustee and management meetings as required

	Report to and advise trustees on the progress and development of the centre

	Work with the wider team to continually seek ways to improve and promote the service to attract new clients

	Draft the annual budget and business plan for agreement by the Trustees, and ensure all expenditure remains within the agreed budget and supports the plan

	Prepare manager’s reports and proposals, updating the Trustees on performance and progress

	

	The responsibilities of this role will normally include all duties described in this Job Description and any additional or different duties which the Employer may reasonably require from time to time


Person specification:
Ideally, we are looking for somebody who has the following qualities and attributes:

· Level 4 QCF or equivalent

· experience of managing a day service

· Good communication skills

· Good IT skills 

· Experience of working with people with additional needs

· Experience of planning group activities

· Experience of preparing progression plans for service users

· Patience and empathy with needs of client group

· Experience of budget management

· Experience of managing a diverse team of staff and volunteers

· Food Hygiene Certificate
