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Achieving dreams. Transforming lives.

JOB PROFILE
Job Title: Service Manager (Person in Charge)
Post Type: Permanent
Reports to: Operations Manager

Location:

Main Purpose of Role

To manage and develop a high quality service which meets the needs and
aspirations of the people we support. To provide leadership to the staff
team(s). To be responsible for ensuring current and newly referred individuals
receive high quality person centred support. To provide direct support to the
people we support, to staff and volunteers and promote best practice.

“Positive Futures for people with a learning disability, acquired brain
Injury or autistic spectrum condition - working together to achieve
dreams and transform lives”

...through fulfilling your role to the Organisational Values:

PEOPLE FIRST - the people we support will always be our top priority

OPPORTUNITIES - we seek out opportunities to make life better for the people

we support through the commitment and dedication of our staff and
volunteers

SPEAKING OUT - working in partnership with the people we support, we will

champion their rights at every opportunity with decision makers, with
government - locally, regionally and nationally - and in the media

|NNOVATION - we are a learning organisation that is always looking for new,
creative and better ways to do things

TENACIOUS - we don'’t give up - if it needs to be done, we believe it can and
will be done

|NVOLVEMENT - the people we support and our staff will always have a say in

the running of the organisation and we will celebrate with our partners and
stakeholders what we achieve together
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VALUE FOR MONEY - we deliver life-long
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results and transform peoples’ lives in a cost-effective manner

EXCELLENCE - we will always aim to be the best we can be in supporting
people to achieve their dreams and transform their lives

Core Responsibilities

Management and Leadership

Assume full responsibility and accountability for the day to day
management of the service and act as the “Person in Charge”.

Be responsible for the delivery of all aspects of a high quality service
ensuring it is compliant with internal procedures and external regulatory
requirements.

Provide leadership and act as a role model to all staff, ensuring that the
strategic aims of Positive Futures are communicated and realised in the
work that is delivered within the service.

Promote a culture that values diversity and respect in the workplace.
Ensure mechanisms are in place to keep staff up to date with relevant
legislation, regulation and Government policy. This means that team(s)
understand and work within the requirements of relevant legislation and
regulation.

Act as the key point of contact for the people we support and their family
members, multi-disciplinary teams and other professionals.

Monitor the quality of the service in line with policy and regulation, to
include developing and reviewing Quality Improvement Plans.

Ensure staffing is at the agreed levels.

Participate in external “case management” reviews as required.

Take part in the on call rota as required.

Professional

Be responsible for the co-ordination, assessment, planning,
implementation and review of standards of care for the people we support
according to organisational standards and Health Information and Quality
Authority (HIQA) Standards for Residential Services for Children and
Adults with Disabilities.

Ensure own practice is in accordance with any relevant professional
guidelines, organisational and national policies, protocols, guidelines and
current legislation.
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e Manage own workload in accordance with
the needs of the post.

e Encourage evidence-based practice.

e Maintain professional standards in relation to confidentiality, ethics and
legislation.

e Lead and implement change, with particular reference to recommendations
relevant to the service.

e Seek advice and assistance from your manager with matters that prove to
be beyond the scope of your professional competence in line with
principles of best practice and good governance.

e Observe, report and take appropriate action on any matter which may be
detrimental to the people we support’s care or wellbeing / may be inhibiting
the efficient provision of care and support.

e Have a working knowledge of the HIQA Standards as they apply to the
role, for example, hygiene standards.

e Support, promote and actively participate in sustainable energy, water and
waste initiatives to create a more sustainable, low carbon and efficient
service.

e Engage in continuing professional development by keeping up to date with
relevant literature, recent research and new developments in management
and practice and in the area of intellectual disability / autism and to attend
staff study days as considered appropriate.

e Ensure the necessary administrative records and reporting arrangements
are maintained and contribute to quality assurance by assisting in data
collection.

e Adhere to relevant policies in relation to the care and safety of any
equipment supplied for the fulfilment of duties.

e Ensure that equipment used for the “care” of the people we support is
maintained to an appropriate standard.

e Ensure compliance with legal requirements, policies and procedures
affecting the people we support, staff and other service matters.

Organisational Development / Growth

e Create growth plans and implement strategies to achieve these plans.

e Take lead responsibility for specific growth initiatives and referrals to the
service.

e Proactively engage with the HSE and other relevant bodies to develop
mutually beneficial professional relationships.

e Raise awareness of Positive Futures’ work and the options and
opportunities it can offer the people we support.
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e Oversee the management of all staff and volunteers in the service,
ensuring they are recruited, trained and competent in their roles, and leave
the organisation in line with Positive Futures’ policies and procedures.

e Ensure all staff are fully inducted into their role and are supported and
enabled to perform their role.

e Manage the performance of staff through setting clear expectations of the
role and responsibilities for each position in line with the plans for the
service and the overall strategy of the organisation.

e Ensure that staff have the required skills and knowledge to fulfil their roles
effectively through coaching, mentoring and supervision. Put in place
development plans to address any skills deficit and assess progress.

e Have overall responsibility for ensuring staff complete the required training
in line with internal and regulatory requirements.

¢ |dentify staff learning and development needs based upon Person Centred
Supervision and direct observation of staff and ensure these are met in
order that staff are competent in their roles and equipped to respond to the
needs of the people we support.

e Coordinate and participate in team meetings as appropriate,
communicating and working in co-operation with other team members.

e Ensure that effective communication, administrative, information and
technology systems are in place and that these are maintained, reviewed,
and developed in order to enable all staff to use these systems when
fulfilling their duties.

e Encourage effective two-way communication between staff in the service
and the wider organisation e.g. by attending Service Team Meetings and
encouraging all staff to contribute to the Joint Consultative Committee.

e Provide leadership and direction to staff in the use of person centred
thinking tools and person centred approaches to ensure that the people we
support have full and valued lives.

e Take part in Person Centred Supervision and Appraisal with your line
manager and to carry these out with relevant staff.

e Apply confirmation in post (probation) and performance management
procedures and oversee decisions regarding ongoing employment of staff.

e Positively promote volunteering within the service, be familiar with
volunteer processes and encourage volunteers in their role.

The people we support
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support the person to advocate for

themselves.

Form a positive relationship with the people supported.

Ensure that the people we support and others are treated with dignity and
respect.

Encourage people to make decisions based upon informed choice and
speak up for themselves, whilst recognising their responsibilities.
Oversee the co-ordination of support planners (rosters) within the service.
Oversee medication management and recording.

Promote and encourage the involvement of the people we support in the
everyday management and delivery of the service and the wider
organisation.

Communicate verbally and/or in writing results of assessments, support
plans and recommendations to the team and relevant others.

Plan “move on” or “exit” of individuals between services as appropriate.
Oversee the assessment, planning, co-ordination and review of person
centred support plans.

Carry out audits of the people we support to include financial, health and
safety, person centred plans, medication.

Health and Safety / Risk Management

Lead the integration of risk management and controls in the service,
escalating reports of any risk and considering mitigating actions as
required. This includes regular review and updating of the risk register.
Comply with risk management policies, standards, processes, procedures
and guidance, as applicable to your role.

Ensure that staff are aware of any risks and controls in the workplace, and
of how to report any risk concerns, issues or problems as and when
required.

Be aware of and enforce Health and Safety Regulations applicable to the
working environment and adhere to same in the service.

Ensure that incidents are reported as required and maintain records of
these relating to the people we support, staff, and others as appropriate.
Act as the point of escalation for people we support, family members,
multi-disciplinary teams and others.

Finance

November 2022



PQSITIVE FUTURES

Achieving dreams. Transforming lives.

e Ensure that the service is resourced
appropriately and expenditure controlled in line with budget requirements.

e Have overall responsibility for managing the service budget in line with the
organisation’s policies and procedures.

e Actively engage in budget preparations for the service each year.

¢ |dentify and implement efficiency savings as part of effective budget
management.

e Oversee the management and recording of people’s financial affairs
ensuring that the people we support access all State benefits that they are
entitled to.

Other

e Work in a way that treats everyone equally and fairly.

e Work to a good standard in line with statutory and regulatory requirements
and Positive Futures’ Policies and Procedures.

e Promote Positive Futures’ Mission, Values and Code of Conduct in all
areas of your work.

e Adhere to any relevant Code of Conduct and Ethics as required.

e Accurately maintain and store records within the service ensuring the
confidentiality of the people we support.

e Be responsible for records management in the service ensuring that all
records are maintained in an efficient and professional manner in
accordance with data protection.

e Read, understand and follow policy, keeping aware of new policies and
policy changes and contribute to policy development as appropriate.

e Use ICT systems in order to carry out the duties of the post.

e Represent Positive Futures, as appropriate, to include participation in
special interest / working groups. Develop and maintain positive
professional working relationships with funders, key individuals and
agencies in the interests of the people we support.

e Undertake and assist on ad hoc projects as and when required.

There may be occasions when the job holder is required to fulfil some duties
outside of normal working hours and flexibility is therefore essential.

All Positive Futures’ staff are expected to have regular contact with the people
we support. This means that we are available to them so that their views and
aspirations are made clear and are kept at the forefront of our work.

This Job Profile is not restrictive and the job holder may be required to
undertake any other duties and responsibilities as may be directed by their
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carried out in line with the Policies and
Procedures of the organisation.

The Chief Executive must be contacted in the event of all media enquiries.
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PERSON SPECIFICATION
SERVICE MANAGER (PERSON IN CHARGE)

Shortlisting Criteria

To be shortlisted for interview, you must clearly demonstrate how you meet
the following criteria:

1. A minimum of 3 years’ relevant experience in an operational management
capacity, which must include the supervision of staff / volunteers and
financial management

2. Hold an accredited qualification in social care, allied health or related field,
registered with the appropriate professional body.

3. Hold an accredited qualification in health or social care management.

4. A full driving licence with access to a car insured for business purposes!!

[11 Consideration will be given to those applicants unable to drive due to a
disability.

Positive Futures reserves the right to enhance the shortlisting criteria.

During the assessment process, you will be assessed on your competence in
the following areas:

Decision e Considers a range of alternatives when making decisions,

Making taking all factors into account

e Willing to commit to firm and unambiguous decisions

e Where necessary, sets up contingencies in case decisions
are unsuccessful

e Acts quickly and decisively in a crisis or other time-sensitive
situation

e Appreciates and considers financial implications of decisions

e Understands potential corporate implications of decisions
including legislation, precedent and established policies /
procedures

e Asks questions to get to all the facts, and to get to the heart
of an issue

(11 Consideration will be given to those applicants unable to drive due to a disability.

November 2022



PQSITIVE FUTURES

Achieving dreams. Transforming lives.

Accesses local networks for information and to benchmark
own services

Planning

Understands tactical plans within own service / department
Asks guestions to clarify expectations of own managers
Prioritises work — balancing urgency and importance — to
deliver objectives on time

Uses project management techniques to deliver projects to
plan

Flexible in the face of changing priorities or circumstances
Controls expenditure in line with budget limits

Demonstrates an understanding of Positive Futures’
Corporate Plan

Leading
People

Communicates Positive Futures’ Mission and Values and
embeds these within own practice and that of team

Opens and transparent as far a possible

Communicates clear expectations of self and others

Sets up regular communications with the team (e.g. through
team meetings or person centred supervision)

Makes sure the team is kept informed of what is happening
Explains the reasons behind key decisions and key service /
departmental priorities to create meaning for staff

Is visible as the leader of the team

Seeks to maintain individual and team morale and motivation
Demonstrates understanding of team building approaches
and working effectively with group dynamics

Celebrates success

Working
with Others

Focuses on meeting the needs of the people we support
Identifies key stakeholders inside and outside the service /
department / organisation

Works with and for key stakeholders to achieve outcomes
Communicates clearly with key stakeholders (both written
and verbal)

Presents information in a professional, clear and open
manner — tailored to stakeholder level of understanding
and/or language as appropriate

Builds respect and trust with stakeholders for oneself and for
Positive Futures as a whole

Influencing

Persuades others by presenting a clear and well-reasoned
case
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Can communicate the facts and figures, costs and benefits to
convince others of a certain course of action

Reacts to differences of opinion in a controlled manner
Able to use a variety of influencing styles through the use of
logic, emotion, analogy etc
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JOB INFORMATION SHEET
SERVICE MANAGER (PERSON IN CHARGE)

Hours

Full Time (39 hours per week).

The person appointed may be required to work outside these hours.
Salary Scale

The Service Manager (Person in Charge) salary scale is based on the HSE
Clerical Grade VI:

€ 54,548.00
€ 55,848.00
€ 57,435.00
€ 60,415.00
€ 62,197.00
€ 64,415.00
€ 66,642.00

NogsrwNE

Starting point on the scale will be dependent upon relevant experience.

A Night Time Support Payment will be paid where applicable.

Holidays

The person appointed will be entitled to 25 days’ leave per annum increasing
by one day for each complete annual leave year worked to a maximum of 30

days. The person will also be entitled to 10 designated public holidays.

Entitlements are shown based on full-time hours and will be adjusted on a pro
rata basis for part-time staff.

Positive Futures recognises the following 10 designated public holidays:

New Year’'s Day, St Brigid’s Day, St Patrick’'s Day, Easter Monday, early May
Bank Holiday, June Bank Holiday, August Bank Holiday, October Bank
Holiday, Christmas Day, and St Stephen’s Day.

Training & Support
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All members of staff will receive induction,
relevant training, regular Person Centred Supervision and appraisal.

Garda Vetting
In line with best practice, Garda Vetting is to be requested every three years.
Waiting List

Positive Futures also retain suitable candidates on a reserve list, for a period
of six months, from which they may be offered similar opportunities in other
locations across Ireland. These positions may be for either full or part-time
work as required.

Pension
If eligible (based on your age and earnings at the end of the pay period), you
will be entitled to enrol in a pension scheme provided by Positive Futures.

If you are eligible, Positive Futures will contribute 4% of your salary to the
scheme which is dependent upon you making a personal contribution of 4% of
your basic salary, which is deducted from salary.

Permanent staff or those fixed term staff who are contracted to work for more
than 6 months are eligible to join the Pension Scheme after 6 month’s Service.

Probationary Period

On commencement of employment with Positive Futures all staff are required
to complete a “probationary period” (usually nine months). Confirmation in post
depends on achieving the required standard in a range of topics including
performance, attendance, training and behaviour. Staff must also complete all
mandatory training.
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