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JOB DESCRIPTION

Department/Division:


Operations; Northumberland Service
Job Title:




Team Manager
Location:




Northumberland (Hybrid Model)
Grade:






Accountable to:



Head of Operations 
Overall Purpose of the Job
· Under the supervision of your line manager manage and be responsible for BID’s service in Northumberland
· To ensure continuing improvement and development of the service/staff whilst fulfilling all contractual obligations.
To provide a high quality, community based service to adults and young people aged 16+ who have visual impairment and/or are Deaf, Hearing Impaired, Deafblind or have acquired Dual Sensory Loss.
To provide a service that offers appropriate advice and guidance, rehabilitation and the provision of suitable equipment in order to achieve the following service aims/outcomes:
· Enhancing life quality

· Making positive contributions

· Increasing choice and control

· Freedom from discrimination and harassment

· Economic wellbeing

Principal Accountabilities 
· Ensure that all referrals, assessments, support plans, risk assessments and reviews are dealt with in accordance with the requirements of the respective contract conditions and legislative/statutory regulations.

· Take a proactive and innovative approach in developing services under the supervision of your line manager.
· Ensure that regular quality checks are undertaken in respect of service delivery and case recording to ensure high standards are maintained.

· To ensure that statistics are maintained to provide measurement against performance indicators and meet quality assurance requirements
· Be able to identify potential risk, undertake risk assessments /management and report and manage safeguarding concerns without delay in accordance with BID’s safeguarding policies and procedures.  
· To assist in the promotion of the service via presentations, Open Days other events and contribute to the design and updating of literature, planning and preparations of presentations, demonstrations, talks, training and consultations to service users and professionals as required.
· Involve service users in the process of development, design and evaluation of the service, particularly those with relevant ‘lived’ experiences to ensure coproduction is achieved across the service.    

· Assist with monitoring and evaluating the effectiveness of the service and contribute to the development of service improvements with colleagues and service users

· Work flexibly with all stakeholders (formal and informal) to ensure that service users can access high quality health/wellbeing services working in partnership with the service user, his/her family, social workers, care managers, community nurses, CPN’s and other relevant external agencies to ensure the needs of the service user are met. 

· To ensure that all services and information are accessible and inclusive to service users in individuals preferred language/format whilst accessing the service and promote an environment of anti-discriminatory practice.
· Plan and undertake supervisions (DREAM) with your team members, maintain accurate records and raise any performance management issues with your line manager / HR as required.
· To promote an effective team environment, when required lead team meetings, and ensuring effective communication and information exchange between team members.
· Develop the skills of the individual team members to their full potential ensuring that staff access /receive training which is appropriate to their needs and professional development.
· Develop and manage a system incorporating contractual key performance indicators to establish effective targets and quality standards for the staff.

· To be involved as necessary with employee disciplinary and grievance issues undertaking the role of Investigating Manager or Panel member accordingly.  
· Oversee health and safety of team members minimising risks of lone working and ensuring a safe working environment.  
· Produce and submit regular and timely reports as requested by your line manager
· Allocate work appropriately, and ensure progress is logged on the applicable databases and staff deal with cases within timescales. 
· Ensure team resources are utilised to best effect.  
· Work flexibly (including occasional evenings and weekends) and respond positively to changing business and service user needs. 

· Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision as requested by your line manager
· Promote the organisation and services in a positive manner and work in accordance with the BID mission statement and core values: Trusting – Empowering – Supportive – Professional – Caring.

· Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work

· Work in accordance with other organisational policies with emphasis on adhering to BID’s Safeguarding procedures, Health and Safety policy including risk assessment and risk management practices, and Information Security/GDPR.

· Be committed to the organisations environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.

· Undertake any other duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects.

This job description and person specification will remain under review and may be subject to change.
Confirmation of Agreement

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

Employee’s Signature: ___________________________   Date: ________________

Department/Division:


Operations
Job Title:



             Team Manager 
Location:




Northumberland 
Method of assessment : ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and ‘E’ = exercise

	Knowledge

	Essential
	Desirable

	AF/I
	Good working knowledge of health and safety, risk assessment/management, Data protection and confidentiality awareness
	AF/I
	A knowledge of the range of resources across the Northumberland area

	AF/I
	Of safeguarding legislation and practice
	
	

	AF/I
	Of Care Act
	
	

	AF/I
	Of sensory disabilities e.g. Deaf, Hearing Impaired, Sight Impaired or severely sight impaired, Deafblind/acquired Dual Sensory Loss
	
	

	AF/I
	Of data protection and confidentiality
	
	

	AF/I
	Of equal opportunities   
	
	


	Skills

	Essential
	Desirable

	AF/I
	Able to communicate effectively with all people, service users, family members, staff and stakeholders
	
	

	AF/T
	Computer literate, able to record produce statistics for quality assurance
	
	

	AF/T
	Good English and administrative skills - able to record accurate / comprehensive case notes
	
	

	AF/I
	Able to manage and take responsibility for managing services and delegate work effectively 
	
	

	AF/I
	Able to recognise the potential of service users to promote and achieve independent living
	
	

	AF/I
	Good management skills (time, allocation of resources, prioritising)
	
	


	Experience

	Essential
	Desirable

	AF/I
	Of working with people with a sensory disability (Deaf, Hearing Impaired, sight Impaired or severely sight impaired, Deafblind/acquired Dual Sensory Loss)
	
	

	AF/I
	Of providing comprehensive Information, Advice and Guidance
	
	

	AF/I
	Of managing and supervising staff
	
	

	AF/I
	Of setting up, managing, promoting/developing anew services/projects
	
	

	AF/I
	Of setting up and monitoring quality assurance systems  
	
	


	Personal Qualities

	Essential
	Desirable

	AF/I
	Able to work independently, using initiative and be well organised
	
	

	AF/I
	Communicate effectively at all levels
	
	

	AF/I
	Able to maintain confidentiality and discretion
	
	

	AF/I
	Accurate, thorough and maintains professionalism at all times

	
	

	AF/I
	Able to deal with conflicting demands on time and respond to deadlines
	
	

	AF/I
	Able to work as part of a team promoting and building good team relationships
	
	

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

	I
	Demonstrates a good flexible attitude to the work of BID Services
	
	

	I
	Assertive and confident
	
	


	Qualifications

	Essential
	Desirable

	
	
	AF
	BSL level 1/2

	
	
	AF
	Hearing Impairment Awareness training

	
	
	AF
	Visual Impairment Awareness training

	
	
	AF
	Rehabilitation Officer (ROVI)

	
	
	AF
	A recognised management training/qualification  

	
	
	AF
	Safeguarding Training


	Circumstances

	Essential
	Desirable

	AF
	Flexible with times of work (able to work occasional evenings/weekends.
	
	

	I
	Willingness to attend further training and development opportunities  
	
	

	AF/I
	Able to drive and has a vehicle available for work  
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