JOB DESCRIPTION
JOB TITLE								REPORTS TO
Head of Day Opportunities	            Director of Education & Skills			
	

1. JOB PURPOSE

· To lead, develop and implement strategic and operational plans for Day Opportunities

· To ensure Day Opportunities complies with all legal, statutory, regulatory and professional practice requirements.

· Responsible for staff leadership, management and administration of Day Opportunities in the execution of approved annual, strategic plans and all other elements of DL policies

· Responsible for the overall operational performance and financial health of Day Opportunities


2.	PRINCIPAL ACCOUNTABILITES

2.1 	To ensure the service and organisation is SAFE

· Ensure the protection and safeguarding of all People we support. Any concern, suspicion or allegation of abuse must be handled in strict accordance with the DL policies for the ‘Protection of Vulnerable Adults’ and ‘Safeguarding Children’.  Further, to be responsible for the adherence of all subordinate staff to these policies.

· Ensure Day Opportunities complies with all legal, statutory, regulatory and professional practice requirements

· Ensure all health and safety responsibilities are discharged to comply with legal requirements and best practice and to protect the health and safety of employees, People we support and visitors

· In accordance with DL policies, be familiar with and regularly refresh knowledge of the Aspects and Indicators of Abuse in relation to the protection and safeguarding of children/young people and vulnerable adults and to report all concerns, suspicions, allegations and incidents to the Lead Person without delay.

· Responsible for identifying and ensuring safe staffing requirements are consistently achieved; number of staff, skill and experience mix.

2.2 	To ensure the service and organisation is EFFECTIVE

· Ensure effective operational controls are in place and operating.  Enforce compliance via regular and routine monitoring and testing of internal controls, protocols and procedures.

· Lead a continuous improvement programme to identify and adopt best practice standards in all areas of the service.

· Develop positive working relationships across all functions, as well as external agencies, in pursuance of the organisation’s vision and strategy.

· Working with the finance team, ensure the required funding level for each People we support based on their assessed needs is achieved prior to admission and following any reassessment / change in circumstances.

2.3 	To ensure the service and organisation is CARING

· Ensure the immediate and long-term interests and needs of the People we support take precedence over the interests and priorities of all other stakeholders; without prejudicing the solvency of DL

· Ensure that care, treatment and support are provided in a person centred way, respecting and involving the people who use the service, their families and other professionals as appropriate

· Ensure the standard of care, treatment and support provided is aligned with the statutory, regulatory and best practice guidance of relevant agencies

· To promote and support awareness of equal opportunities and to ensure that bullying, harassment and intimidation are not tolerated.

2.4 	To ensure the service and organisation is RESPONSIVE

· Develop and implement processes capable of routinely and regularly monitoring all aspects of service delivery; including People we support and other stakeholder experience.

· Identify, develop and implement operational and longer-term improvements to the service based on the assessed needs of People we support and commissioners’ requirements. 





2.5	To ensure the service and organisation is WELL LED

· As a member of the Senior Management Team, participate in the strategic development, planning, decision making and corporate management of the service.

· Line management responsibility for Day Opportunities staff.

· Provide vision, leadership and direction to deliver the Day Opportunities’ strategic plan and effective operational management.

· Lead, manage and coach the Day Opportunities management team.

· Ensure the management and staff team comprises individuals with the required mix of skills and experience.

· Develop team members through appropriate and timely training and development initiatives.

· Regularly review and appraise the work of the managers reporting to the Head of Day Opportunities

· To be responsible for own Continuous Professional Development.

· Exemplar of DL values, principles and standards ensuring consistent application across the service and all stakeholders

2.6 	General

· To undertake any other duties which are commensurate with the post as directed by the Director of Education & Skills 
___________________________________________________________________

3.	PERFORMANCE MEASURES
· Protection of People we support – measured by the number of serious incidents and the actions of regulators and relevant agencies
· Health and safety of People we support, staff and visitors – measured by the number of accidents / incidents and actions taken by relevant agencies
· Compliance with all regulatory standards – as assessed by relevant agencies.
· Performance against the approved longer-term plans and annual budgets – as agreed with the Director of Education & Skills
· Performance against the approved KPI’s and work programme – as agreed with the Director of Education & Skills 
___________________________________________________________________


4. KEY COMPETENCIES

Direction
· Leadership – initiates and drives through change; is visible, approachable and earns respect; inspires and shows loyalty; builds a high performing team; 	demonstrates the high standards of integrity, honesty and fairness expected.
· Strategic Thinking and Planning – demonstrates sensitivity to stakeholders’ needs; makes choices between options which consider their long-term impact; translates strategic aims into practical and achievable plans; takes decisions on time, even in uncertain circumstances.
· Delivery of Results – demonstrates high level project and contract management skills; ensures that others organise their work to achieve objectives; knows when to step in and when not to.
Management and communication
· Management of people - gives recognition and helps all staff develop full potential; seeks face to face contact and responds to feedback from staff; manages the change process perceptively.
· Communication - negotiates effectively and can handle hostility; is concise and persuasive orally and in writing; listens to what is said and is sensitive to others’ reactions; chooses the methods of communication most likely to secure effective results.
· Management of financial and other resources - commits and realigns resources to meet key priorities; leads initiatives for new and more efficient use of resources; manages contracts and relationships with suppliers effectively.
Personal contribution
· Personal effectiveness - is aware of personal strengths and weakness and their impact on others; offers objective advice to trustees without fear or favour; adapts quickly and flexibly to new demands and change; manages own time well to meet competing priorities.
· Expertise - earns credibility through depth of knowledge/experience; knows how to find and use other sources of expertise (including IT); understands how policy impacts on operations, staff, users and volunteers.
· Intellect, creativity and judgement - homes in on key issues and principles; analyses ambiguous data and concepts rigorously; defends logic of own position robustly but responds positively to reasoned alternatives; delegates decisions appropriately.
___________________________________________________________________

5.	KNOWLEDGE, SKILLS AND EXPERIENCE

· Graduate or professional qualification in a relevant / appropriate subject
· Substantial experience in a senior operational management role in the health or social care sector
· Expert knowledge of social care statutory and regulatory requirements 
·  Understanding of the public sector and in particular commissioning processes and procedures
·  Broad business management experience


Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   
To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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