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	JOB DESCRIPTION

	Job Title:
	Operations Manager

	Location: 
	Galashiels office/Scottish Borders
This role involves travel across the Scottish Borders, therefore a full driving licence and access to a reliable vehicle are required.

	Accountable to:
	Chief Officer

	Salary Scale:
	£39,000 - £42,000

	Hours:    
	28 - 35 hours per week

	JOB PURPOSE

	To ensure Borders Carers Centre is effective at supporting improved outcomes for carers by supporting, supervising and line managing the Carer Liaison Team. To also contribute more widely to the efficient operation and strategic development of the organisation, oversee communications and events and deputise for CO as and when required.


	MAIN DUTIES & RESPONSIBILITIES

	
Main Duties 
Supporting and Supervising Carer Liaison Team:
· Support, supervise, mentor and develop the work of individual Carer Liaison Workers and the Carer Liaison Team to ensure that the organisation is effective in helping carers’ achieve agreed personal outcomes. 
· Line manage Carer Liaison Workers through regular supervision sessions, facilitating reflective practice, annual appraisals, identifying and progressing personal development plans and managing leave requests and attendance. 
· Apply appropriate HR policies including performance management as required.
· Maintain an overview of staff workloads and ensure that these are appropriate and that staff are able to provide high-quality, person-centred support while working in an efficient and effective fashion.
· Ensure that any vulnerable adult or child protection concerns are dealt with in line with the organisations policies. 
· Apply appropriate record keeping of meetings in line with local and national regulations and policies.






Carer Identification & Engagement:
· Lead on the identification of carers by working with statutory, 3rd sector organisations and local groups to raise awareness of carers needs for support and BCC’s role and services to support them. 
· Lead on promotion and publicity for the organisation including the website.
Lead on the inclusion of carers to participate in consultation and planning through a variety of methods including attendance at planning groups, scrutiny panels and specific focus groups. 
· Make contacts, create links with liaise with carers, carer groups and other agencies


Operational and Organisational Development:

· Deputise for the Chief Officer as necessary and appropriate
· Monitoring & oversight of external funding.
· Along with the Chief Officer and other key personnel, share responsibility for the efficient and cost-effective operation of BCC.
· Identify potential sources of funding and assist the Chief Officer in making application for funds as appropriate
· Lead responsibility for data collection and production of appropriate reports.
· Ensure the client information system meets organisational and legislative requirements. 
· Lead on the production of publications and reports on the work undertaken by BCC. 
· Support the implementation, review and development of BCC policies. 
· Assist with developing and supporting the role of volunteers within the organisation. 
· Lead on the development and delivery of a range of carer support services and initiatives for example, groups, events, courses and counselling
· To undertake any other ad hoc duties that are relevant to the post.




 











	PERSON SPECIFICATION

	
	

	
Qualifications


	
Essential (ü)
	
Desirable (ü)

	Educated to higher grade level or above
	ü
	

	Management qualification
	
	ü

	Relevant qualifications or experience in social care, training, community development, adult education, social work, health or related
	
	ü

	
Knowledge

	
	

	A good understanding of the needs of carers and a demonstrated commitment to their support 
	ü
	

	A sound knowledge of how Social Work, NHS, private sector and other social care services work and interact 
	ü
	

	Knowledge of health and social care challenges in the Scottish Borders
	
	ü

	Knowledge and understanding of current legislative requirements eg GDPR, Carers Act etc
	
	ü

	
Experience

	
	

	Demonstrable experience of working in a person-centred manner 
	ü
	

	Recent staff management experience 
	ü
	

	Understanding of finance and accounting practice
	
	ü

	
Skills

	
	

	Excellent listening and general communication skills 
	ü
	

	Ability to deal with carers, professionals and members of the public in a sensitive and person-centred manner 
	ü
	

	Good written skills and ability to write concise and effective reports 
	ü
	

	Good presentation skills
	ü
	

	Proven ability of organising, prioritising and managing own and others work 
	ü
	

	Confidence in the use of IT including Microsoft 365, e-mail and calendar systems and internet facilities
	ü
	

	Ability to be largely self-supporting in the office
	ü
	



	
Other

	
Essential (ü)
	
Desirable (ü)

	Commitment to treat people fairly and equitably
	ü
	

	Commitment to confidentiality 

	ü
	

	Valid driving licence and access to reliable vehicle during working hours

	ü
	

	Membership of PVG (Adult) Scheme 
	ü
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