 
	Job Description

	ROLE TITLE:  Operations Manager
 
	REPORTS TO:  Chair of Board of Trustees
 

	ROLE PURPOSE:

To be accountable for service development, delivery and evaluation in order to achieve DrugFam’s business plan and required performance. 
To be responsible for the management of all aspects of the organisation, with the exception of the 1:1 counselling service, ensuring consistent delivery of high quality services; meeting statutory requirements within financial management systems agreed with the board of trustees.

To manage DrugFam’s support  group service as defined in the strategy

To ensure that DrugFam’s vision and values are embedded within the service.  
To be accountable for the delivery of the annual business plan agreed for the service.
To work collaboratively with the Lead Counsellor
 


 
	Key 
Accountabilities
	Key Task / Decision Areas

	1. Operational

Management, Service Delivery & Quality
	To be responsible for the management of DrugFam’s service delivery level and quality by:-
·  Employing appropriate staff (paid or voluntary, part or full time) as necessary to achieve the goals as set out within the business plan and within agreed staffing budgets.

· Ensure that telephone service, keyworking service and support groups are appropriately staffed and facilitated to the standards defined.

· Ensure appropriate induction training for all staff
· Continue to monitor the need for additional group meetings in all locations ensuring growth is undertaken in a needs-led and planned way.
·  Procure suitable premises for the implementation of DrugFam’s services as required(permanent and/or temporary).
·  Maintain required quality standards of service delivery.
· Contribute to and implement action plans to address under-performance whether through quality or financial reasons
· Support staff in resolving difficult and challenging situations with clients.
· Participate in the maintenance and utilisation of management information and data collection systems as appropriate
· Maintain close relationships with DAATs and other caring and drug agencies
· Network and liaise with local community organisations and groups to advertise and promote DrugFAM’s services
· Raise DrugFam’s profile through appropriate advertising and awareness campaigns.

	2. People Management
	· Lead, manage, and motivate the team to ensure a culture that is conducive to team-working, continuous improvement and learning
· Ensure that all communication channels are open and that information flows up, down and across the team.
· Ensure that all staff within DrugFam receive regular support and guidance both formally and informally
· Ensure robust resource management processes – recruitment, development, training and appraisal of all staff  appropriate to their role and the needs of the organisation
· Ensure implementation of HR policies and procedures and effectively manage all processes
· Managing sickness and other absence ensuring any underlying root causes are addressed
· Take responsibility for own self development in consultation with 
Chair of Trustees
         Deliver training as appropriate in own area of specialism


	3.Business
Development, Marketing & Strategic Planning
	· Develop the services offered locally in line with the business plan agreed by the board of Trustees by being aware of the local market, political climate and available funding, and look for and take advantage of business development opportunities.
· Network with commissioners and other partners in order to identify gaps and proactively act on this information.
· Identify ways to adapt the service delivery or the way the service operates to meet changing service user/commissioner needs or a changing regulatory environment
· Participate in regular networking, attending meetings and forums to provide input, influence, and gather information
· Look for local opportunities to raise the profile of DrugFam and follow them through 

         Implement all aspects of any agreed service development or growth as agreed with the board of Trustees 
· Keep abreast of local and sector development, and incorporate into business planning
        Fully participate in and contribute to DrugFam initiatives
 
	

	4.   Financial Management and Control of the Service
	· Compliance with, and ensuring compliance by staff with the financial procedures 

· Contribute to the preparation and management of the budget 

· Authorise expenditure within delegated authorities and the budget 

· managing the petty cash 

· With the Trustees, prepare applications for funding 

· Identify additional income generation opportunities in liaison with the Trustees

· 

	5. Health, Safety & Risk Management
	· Responsible for maintenance of Health and Safety standards risk mitigation to the lowest level possible within area of responsibility.

· Ensure that task-based and, where appropriate, clinical risk assessments and reviews are undertaken, and that identified risks are managed and mitigated where possible.

· Ensure full compliance with all Health and Safety requirements.

· Ensure staff take personal responsibility for their own and others safety 

· Ensure staff comply with partner Health & Safety policies and procedures where appropriate

· Manage the formal reporting process for serious incidents and accidents



	6. Compliance

	· Ensure compliance with internal and external standards and codes of conduct by meeting all regulatory requirements and        complying with DrugFam’s Codes, policies and procedures

	7. Other Duties
	Duties as may be defined by the board of Trustees from time to time


 
 
	Person Specification 

	Technical / Professional Skills, Expertise and Qualifications

Skills
    Leadership skills – ability to inspire and motivate others building a cohesive team

· Management skills – ability to plan, organise and monitor performance. Good administrative skills  
· Personally effective - Ability to take decisions, apply logic and think things through
· Good Group facilitation skills 
· Integrative approach to group work 

     Good verbal and written communication skills 
·  Computer literate

Knowledge/Experience 
      Knowledge of appropriate quality standards and regulatory requirements preferable     
· Knowledge and understanding and experience of target client group preferable.
· Knowledge and experience of drug and alcohol misuse and treatment within NTA parameters preferable.
· Proven professional record within a related service user group including hands-on experience

· Knowledge of relevant government initiatives, sector regulations and the social care agenda preferable
· Displays an integrative approach and has a proven track record in service user involvement
· Track record of developing and growing services.

Attributes
· Self Aware

· Good interpersonal skills

· Team player
· Proactive

· Good Networker

· Passion for DrugFAM’s work




 

 

