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JOB DESCRIPTION 

Job Title:
Department/Division


Operations

Job Title



Sensory Service Manager
Grade:




9
Location:
Location



West Midlands 
Accountable to :
Responsible to



Head of Operations

Vision

To provide high quality, community-based services to people who have a sensory loss e.g. Adults and young people aged 16+ who are Deaf, Hearing Impaired, Blind, Sight Impaired, Deafblind or have acquired Dual Sensory Loss to facilitate opportunities to live meaningful and fulfilled lives.

Overall Purpose of the Job

· Under the supervision of the Head of Operations manage the delivery of a range of quality services which meet the highest professional standards and are in accordance with the organisation objectives and core values.
· To take responsibility for the continuing improvement and development of services 

· To lead Teams and provide line management to key managers
· To meet quality assurance requirements by ensuring staff/services keep accurate statistics and other information that provide measurement and evidence of the services’ progress. 

Duties and Responsibilities

Project Management & Development

1. Undertake contract management/monitoring and regular reviews within agreed time scales to ensure that users needs/changing needs are met and contract providers achieve agreed standards of care and support presenting relevant information to the Head of Operations.  

2. Ensure that all referrals and assessments are dealt with in accordance with the requirements of the contract and legislative/statutory regulations.  Oversee risk assessment and risk management practices and devise plans to manage and mitigate risks identified.

3. Ensure all relevant staff provide a range of support options so that every individual can achieve their maximum level of independence. 

4. Identify any service deficits, build on existing provision and actively seek out funding opportunities/ tenders for areas of potential development and share with appropriate managers
5. Input into tenders and be able to plan and mobilise services effectively and efficiently.

6. Be accountable for finance, monitoring and control of the relevant service budgets, keeping the Head of Operations updated.

Team Management

7. Provide line management to Managers and Team Leaders being involved with all the usual elements of managing staff e.g. supervision via DREAM, performance reviews/management recruitment & selection, induction and employee relation issues to ensure highest standards of professional practice.  
8. To promote an effective team environment ensuring effective communication and information exchange between team members.
9. Develop the skills of the individual staff to their full potential ensuring that they receive training which is appropriate to their needs
10. Develop and manage a system incorporating performance indicators to establish effective targets and quality standards for the teams with the Head of Operations.
11. To be involved as necessary with employee disciplinary and grievance issues undertaking the role of investigating officer or Chair accordingly.  
Coproduction

1. Promote coproduction and be responsible for the development and delivery of coproduction, ensuring services are co-designed, monitored and evaluated with service users, particularly those with relevant ‘lived’ experiences,carers and stakeholders 

Quality Assurance
1. Be cognisant of the wide range of external and internal data bases used by services
2. Develop and implement effectve quality assurance systems e.g.data collection to evidence KPI’s and impact measurement reporting relevant to each individual service.
3. Ensure teams record, analyse and provide accurate service data; prepare and produce statistical data in line with funders requirements and as required by the Head of Operations. 
4.  Produce comprehensive informative reports for contract meetings including evidence of value for money
5. Attend and take an active part in contract meetings or other meetings as required by the relevant councils or BID Services 
6. Deal effectively with the management of complaints from service users in line with BID’s Compliments and Complaints policy recording the outcomes/actions required. 
Safeguarding

Under the direction of BID’s Designating Safeguarding Officer be the responsible lead for Safeguarding within relevant services, working in accordance with BID’s Safeguarding and relevant Council policies and procedures, seeking support accordingly either from BID’s designated lead or the relevant LA teams.

General 
1. Ensure that all services are contributing to the Organisations overall strategic plan as well as local plans and that these are reviewed and actioned as required with in timescales.
2. Keep abreast of changes in legislation, social trends and political influences that impact on and underpin the service with particular reference to Sensory and Disability issues, knowledge and culture including local community requirements.  Advise other voluntary agencies and statutory organizations on these matters as necessary

3. Work with local third sector partner organisations and CCG groups to ensure that service users and carers can access high quality health/wellbeing services.

4. Produce and submit regular and timely reports as requested by the Head of Operations.

5. Ensure that all spaces utilised for service delivery are useable by people across the widest range of sensory/ other disabilities through provision of aids and appropriate adaptions.

6. Ensure that all information is accessible and inclusive to people that have a sensory loss/other disability and promote an environment of anti-discriminatory practice.  E.g. use of large print, audio, BSL, Deafblind, Makaton and Braille and Deaf people have timely access to qualified BSL interpreting or Deafblind communicators to assist with communication whilst accessing the service.  

7.  Be part of a management out of hours call out system.   

8. Represent relevant services by attending and chairing meetings as required both internally and externally with Stakeholders and other statutory/voluntary agencies; developing networks within the geographical area.

9. Develop and maintain effective liaison with other teams within BID, with other agencies and voluntary groups as required by the provision of the services you manage.
10. Prepare for and attend supervsions (DREAM) as required and identify your own learning needs though this medium.
11. ​To implement and promote services for People with Sensory Impairment and other Disabilities in accordance with the BID mission statement, advocating the merits of the organisation in a positive manner at all times.

12. To work in accordance with organisational policies and practices including Health and Safety, Equal Opportunities and Information Security.
13. Undertake any other duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects and overall aims and objectives of BID.

Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: ______________________   Date: ________________






Person Specification Form  

Department/Division:
Operations


Job Title:
Sensory Services Manager
Method of assessment: ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and

‘E’ = exercise

	Knowledge

	Essential
	Desirable

	AF/I
	Understanding of equal opportunity issues and a willingness to accept and promote the organisations policy with in all aspects of work undertaken.
	
	

	AF/I
	In depth knowledge of legislation relevant to sensory & other disabilities in relation to service provision.
	
	

	AF/I
	Of the needs of  people with a sensory disability (Deaf, Hearing Impaired, Blind, Sight Impaired, Deafblind, Dual Sensory Loss)
	
	

	Af/i
	Of risk assessment & risk management
	
	

	AF/i
	Understanding of the wider environment in which we operate 
	
	

	AF/I
	Of a range of other disabilities eg PD,LD,MH 
	
	

	AF/I
	Of quality assurance frameworks and practices 
	
	

	AF/I
	Of safeguarding procedures
	
	

	AF/I
	Of confidentiality and data protection/GDPR
	
	

	AF/I
	Of IT, databases and administration systems.
	
	

	AF/I
	Of Health and Safety including Risk Assessment and Risk Management
	
	

	AF/I
	Of Co production 
	
	

	AF/I
	Of contract management/reporting
	
	


	Skills

	Essential
	Desirable

	AF/I
	Ability to set up and maintain quality monitoring systems. Analyse and record data /statistics and produce reports to evidence findings
	
	

	AF/I
	Ability to chair meetings and contribute effectively
	
	

	AF/I
	Ability to monitor and control budgets 
	
	

	AF/I
	Ability to recognise and manage risk effectively.
	
	

	AF/I
	Ability to manage a range of specialist services, improving and developing them.
	
	

	AF/I
	Ability to collect and collate information, initiate and write clear concise reports.
	
	


	Experience

	Essential
	Desirable

	AF/I
	Of managing, supporting and developing staff, including employee relations, recruitment and selection.
	
	

	AF/I
	Of service user consultation and Coproduction
	
	

	AF/I
	A good track record of successfully developing a project/service
	AF/I
	Of involvement in organisational wide projects

	AF/I
	Of dealing with complaints 
	
	

	AF/I
	Of monitoring and controlling budgets
	
	

	AF/I
	Of influencing development of standards, quality and practice.
	
	

	AF/I
	Of setting up and implementing quality assurance systems  able to analyse data and report findings 
	
	

	AF/I
	Of safeguarding
	
	

	AF/I
	Developing /mobilising contracts 
	
	

	AF/I
	Of change management 
	
	

	AF/I
	Of undertaking complex assessments, support planning ,risk assessments and reviews
	
	

	AF/I
	Of managing a range of services
	
	

	AF/I
	Of contract management
	
	

	AF/I
	Of continuous service improvements and SROI
	
	

	AF/I
	Of planning and monitoring services.
	
	

	AF/I
	Of working with a range of external agencies.
	
	


	Personal Qualities

	Essential
	Desirable

	I
	Meets high quality professional standards
	
	

	AF/I
	Able to work as part of a team, promoting and building good team working relationships, providing consultation and professional advice to staff and effectively addressing conflict.
	
	

	I
	Able to positively present and promote the service
	
	

	AF/I
	Personal resilience 
	
	

	I / T
	Able to effectively present to audiences of varied levels 
	
	

	I
	Demonstrates a creative /innovative approach
	
	

	AF/I
	Able to organise and prioritise own workload, meeting deadlines
	
	

	I
	Able to communicate with a wide range of people and build professional relationships
	
	

	I
	To be self motivated and to work at a high level without close supervision.
	
	


	Qualifications

	Essential
	Desirable

	AF
	BSL 2 or above or be able to operate at level 2
	AF
	

	AF
	A higher management qualification or working towards  
	
	


	Circumstances

	Essential
	Desirable

	AF/I
	Flexible with times of work as dictated by the needs of the job and able to work outside of office hours as required
	
	

	AF
	Essential Car User with a full driving license  
	
	

	AF/I
	Able to travel nationally and stay overnight 
	
	

	AF/I
	Able to attend further learning and development courses to enhance own professional skills base.
	
	

	AF/I
	Able to be part of an on call rota.  
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