WEST  GLAMORGAN  COUNCIL  ON  ALCOHOL  AND  DRUG  ABUSE

JOB  DESCRIPTION

Job Title:


Area Manager

Reporting To:

Chief Executive

Responsible For:

Management of W.G.C.A.D.A. Swansea Agency

Grade/Salary:

.35 £26,703 to .37 £28,179.

Values associated with all posts within W.G.C.A.D.A.:

· Integrity:  We conduct ourselves with fairness, respect and honesty in our dealings with each other and with our clients and business contacts.

· Courage:  We welcome constructive feedback, we take on challenges, our staff is positive and resolute and displays a ‘can do’ attitude.

· Accountability:  We are accountable to users, communities and commissioners and are transparent in all activities.

· Team Culture:  We collaborate with and support each other to attain excellent individual and team performance.

· Creativity:  We are open to new ideas and change, finding innovative solutions to the challenges that face our commissioners, our service users and ourselves.

· Focus:  Service users and people at risk are the central focus of our activity.

· Partnership:  We work in partnership with our stakeholders and service users and other agencies.

· Best Practice:  We aim to deliver best practice quality services through our excellent staff.

· Diversity:  We provide equality of service to all people in the community and we confront discrimination.

· Community:  We encourage community involvement in our work.

· Improvement:  We continuously improve our performance through learning and review of outcomes.

Role Purpose:

· To communicate W.G.C.A.D.A.’s vision and deliver its mission, corporate strategy and business plans.

· To provide leadership and management support to the team across the area ensuring the delivery of high quality services.

· To support organisational growth and development targets within the area, monitoring service quality and delivery.

· To represent W.G.C.A.D.A., communicating internally and externally with all stakeholders of the organisation.

Key Duties and Responsibilities:

	
	
	DANOS

	1.
	To ensure the delivery and development of services within the geographic area.   This includes supporting the team in the implementation of all treatment interventions:   Particularly 12-Step Programme delivery and to ensure that services are delivered to an operational and budgetary standard, responding to the needs of both service users and purchasers.


	BC1, BC2,

BC3, BD1

BG1, BG3

	2.
	To promote effective partnerships with a range of statutory/non-statutory sector organisations to deliver services in a manner best suited to the locality and clients and to support this through participating in the tendering process and funding proposals.


	AA2, BB1,

B12, B13,

B14, B16

	3.
	To ensure the provision of supervision, management and developmental support for all reports, ensuring that individual performance and care standards are maintained and that clients receive the most appropriate care within the service.


	AC3, AC4,

BF1, BF3,

BF4, BF5, B13

	4.
	To liaise with line managers and the HR department to successfully resolve performance issues, carrying out investigations and hearings in accordance with W.G.C.A.D.A.’s grievance and disciplinary policies and procedures.


	BF6, BF7,

BF8

	5.
	To ensure that information relating to services and service users is collected and processed to enable the provision of regular activity and outcome reports to commissioners and senior management team as required.


	BE4, BE5, BE6

	6.
	To constantly update knowledge on the local and national environments to ensure the continued relevance of services within the area, attend supervision and team meetings so as to fulfil your role as an effective member of the management team.


	AC1, AC2,

AC3

	7.
	To contribute to the strategic development and business planning process within the organisation and to ensure the delivery of the business plans within the area.


	BA1, BA2,

BA4, BA5,

BB2

	8.
	To ensure the delivery of agreed targets in relation to specific project development and restructuring.


	BC3, BF9

	9.
	To act as an ambassador on behalf of W.G.C.A.D.A. within the locality and nationally, where required.


	BB1, BB2

	10.
	Carry out any reasonable and lawful duties and responsibilities as required by the director of operations, director of criminal justice services and the chief executive.

 
	


Person Specification:

	
	Essential
	Desirable

	Qualifications and Training
	
	- NVQ4 or equivalent

- Management or equivalent qualification



	Skills and Abilities
	- Knowledge of relevant legislation and national and local policy

- Proven ability to develop effective partnerships with other professionals and agencies

- Excellent written and oral communication skills, including report writing

- Excellent people management skills

- Presentation skills

- Administration skills including IT skills


	

	Experience/Knowledge
	- A proven track record of the management and development of diverse teams

- Experience of service development

- Experience of preparing documentation for bids/tenders


	- Experience of Drug/

Alcohol service provision

- Experience of working with satellite and outreach services

	Personal qualities
	- Confidence

- Leadership ability

- Organised, with excellent planning and time management skills

- Good analytical skills

- Ability to work under pressure

- Outcome focus


	

	Circumstances
	- Commitment to W.G.C.A.D.A.’s values and ethos

- Operational flexibility

- Full driving licence


	

	Diversity
	- Demonstrate ability to effectively work with people regardless of their ethnic, cultural, social backgrounds, their gender, age, religious beliefs, disability and sexual orientation
	


Terms and Conditions:

	Salary:


	.35 £26,703 to .37 £28,179. 

 Dependent on experience and qualifications

	Contract:


	12 Months

	Location:
	Swansea


	Hours:





	37.5 weekly

	Leave:





	The current annual leave entitlement for full-time staff is 25 days per annum, plus statutory holidays.   The leave year runs from 1st April to 31st March.   You will be advised of your annual leave entitlement for the remainder of the leave year.



	Pension:




	W.G.C.A.D.A. offers a group pension scheme to which it contributes 6% of salary.



	Probationary Period:



	All new employees are required to serve a 6 month probationary period.   During this period notice of termination by either party will be one week.




