

	Competency Based Job Profile  Service Manager June 2023




CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL
JOB PROFILE 
	
  JEGS Reference 00382
	DEPARTMENT: Adult Social Care
	SERVICE GROUP: Adults with Disabilities

	POST TITLE: Service Manager 
	REPORTS TO: Head of Service 

	GRADE:  Special C, SCP 1-5
	SAP POSITION NUMBER: 



The following information is provided to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.

As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  


	Key Purpose of Post: 

	To be responsible for the effective management of the suite of short term support service provision within Bradford council, responsible for providing assurances that the Council’s services are; safe, effective, caring, responsible and well-led in line with CQC standards. The service is responsible for delaying the development of need under the Care Act 2014. Ensuring that the service area has high quality safeguarding practices and policies in place, which promote people’s Human Rights. Fulfilling the requirements of the Registered Manager with CQC for the service area, responsible for leading registered managers across the service area. 

The post holder will be responsible for the strategic development and leadership of the service, seeking to continuously develop, managing quality and standards of practice, including the implementation, management, monitoring and reviewing of the council’s delivery of assessment and care management services and ensuring that the service delivers positive outcomes for service users/carers and is sustainable in its delivery. Must uphold cultural Intelligence and sustainability of the service within the Integrated Health and Integrated Care Partnership (ICP). This includes the correlation of work with Bradford acute trusts, community health services & primary care.

The post holder will be responsible for meeting the Bradford district vision of, happy healthy and at home, ensuring that statutory requirements and national and local policy and procedures in relation to the provision of services are adhered to at all times. Providing assurance that robust contingency planning arrangements are in place, to meet the service requirements and delivery of a 24/7 365days a year service. Managing resources efficiently and effectively, prioritising need and working cooperatively within the Service Management Team. On occasions will be required to deputise for the Head of Service and provide cover for other members of the service management team. 


	Main Responsibilities of Post: 

	1. To have overall responsibility for management large teams of up to 400 staff.  To manage resources efficiently and effectively, as the decision maker in the scheme of delegation of the Head of Service’s budget and associated financial and performance targets. Prioritising need and working cooperatively within the Departmental Leadership Team and in collaboration with partner services within the statutory and voluntary sectors across areas of responsibility. 

2. To ensure that care and support in the service area is delivered in a safe and person-centred way. Providing assurances that key performance indicators and ASCOF outcomes can be met, through qualitative and quantitative data analysis and audits. Ensuring that all care plans, interventions and review processes are timely and well planned, following the appropriate statutory and local decision making frameworks.

3. Provide direct line management and have supervisory responsibility to up to 10 front line managers and their staff, promotes their staff’s professional development. Ensuring that national continued professional development pathways for services are followed. 

4. Required to co-produce services and incorporate co-production in service delivery developments and service improvements. Is able to work creatively with people with lived experiences, ensuring that person centred decision making is at the centre of your leadership decisions.

5. Providing strategic departmental leadership, building and sustaining effective placed based partnerships, with both statutory and non-statutory organisations and stakeholders, to embed partnership working in line with service improvement.

6. To lead the service in continuous improvement cycles by embedding and supporting a learning and responsive management culture, which is based on implementing and championing high standards of performance. Ensuring that this is achieved through clear service delivery objectives which align to local and national legislation, key performance indicators and regulatory CQC requirements for managers and teams.

7. To deliver services as an integral part of the integrated care partnership’s (ICP’s) strategic aims and ambitions for the Urgent Community Response (UCR), Enablement and Prevention under the Health and Social Care Act 2022, including staff who are assessing under the Care Act 2014. 
 
8. You will be jointly responsible for the recruitment, selection and induction of the workforce required to effectively run this service area ensuring that safe and appropriate recruitment processes are followed. Use innovation to recruit at all levels with a value-based approach to ensure service delivery is maintained at a safe level which meets the needs of people accessing services. Recruiting to an inclusive workforce to meet the diversity of the local district.

9. Accountable for the safety health and wellbeing of management and staff teams within the service area minimising staff absence through avoidable illness. Ensuring that staff competent in the delivery of safe, effective, responsible and well led care. Demonstrating confidence in the use of personal protective equipment to prevent the spread of infectious diseases. 

10. Responsible for a service culture which ensures best practice through clear, consistent internal and external communications in a fair and open environment; thereby ensuring staff attain high levels of performance, probity and customer confidence. Promoting fairness, equality and inclusion across service provision and employment by implementing policy initiatives with clear direction and action in line with the Equality Act 2010.

11. Providing strategic leadership on developmental projects, making use of informatics and providing analysis to ensure continuous development and leadership of the service.

12. Must ensure that service area upholds the CQC standards, that all sites are inspection ready at all times. Will be responsible for service areas subject to external inspection, providing assurance through the receipt of positive inspection reports, that demonstrate continuous improvement. Utilise quality assurance mechanisms, including audits, ensuring that learning is disseminated from any safety or safeguarding incidents. 

13. Will be required to respond to the Elected members, the Departmental Management Team and other key stakeholders on the effectiveness of service delivery. Will be required to monitor and be accountable for finances in accordance with Standing Orders and Financial Regulations.

14.  Investigating concerns and complaints raised by people accessing services, staff and stakeholders in relation to service delivery, staff conduct and management decisions. Coordinating and implementing any learning to safeguard future services, ensuring this is disseminated amongst the service area and wider department. Make recommendations to senior management to safeguard the service area and the local authority, in line with the Council’s policies and procedures, following formal investigations, fact finds and enquiries from the Ombudsman and Coronary Offices. 

15. Exercise a high degree of professional judgement within Council guidelines and will be expected to be self-reliant on a day to day basis. Independently assessing and managing a wide variety of tasks, proactive in identifying and undertaking activities that are of benefit to the service area and wider council. 

16. Is able to use IT equipment safely, in line with that the requirements of the Data Protection Act, GDPR and Freedom of Information Act 

17. Will be required to provide out of hours’ management support and response as part of a rota. 


	Structure:


	Special Knowledge Requirement: Essential for shortlisting. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column. 

	Due to the Governments Fluency in English Duty for posts where
employees speak directly to members of the public the post holder is
required to meet the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in libraries and market centres) – where the person is able to demonstrate that they can during the interview:
a) Can express themselves fluently and spontaneously , almost
effortlessly
b) Only the requirement to explain difficult concepts simply hinders a
natural smooth flow of language
	x

	Uses specialist knowledge of health, safety and environmental policies, procedures and regulations, including risk in own area  and/or across other areas of work in compliance with the Care Act 2014, Children and Families Act 2014, The Mental Capacity Act 2005, the Mental Health Act 1989 and the Health and Social Care Act 2022.
	x

	Practical understanding of team management issues within statutory services, able to manage a budget and manage change.

	x

	Ability to plan, prioritise and manage a heavy workload from a variety of sources while maintaining a high standard of quality and working under time constraints.

	x

	· Able to manage successful service delivery in complex partnerships and an ability to build and manage relationships effectively and to bring people together to optimize partnership working
	x

	· Practical understanding of managing attendance and capability issues with the ability to exercise strong leadership skills and experience of investigating complaints/requests and demonstrate a high level of initiative, strong analytical and problem solving skills.
	x

	Able to work on own initiative and manage the competing demands by effective self-management, motivation and prioritisation.

	x

	Advanced knowledge of safeguarding, able to demonstrate the safeguarding in place within CQC regulated services, with particular reference to, neglect, degrading treatment, unnecessary and disproportionate restraint and inappropriate limits to people’s freedoms.
	x

	Carry out analysis of and report information and data from a range of sources, to identify financial and other issues, resolve problems and ensure compliance with financial procedures and requirements.

	x

	Ability to apply relevant legislation and policy guidance and a senior level and ensure safeguarding practice  promotes the rights of the person at risk of abuse at all times, recognising and responding to harm or abuse proportionately, assessing risks and emotional resilience and making informed judgements, acting within local procedures, arrangements and resources .
	x


	Demonstrable experience of food safety, health and safety and moving and handling regulations in relation to the job post
	x

	Uses a range of specialist ICT systems across own work area and or across other areas of work.
	x

	Oversees a budget, keeping costs within agreed levels for own department and contributes to Corporate savings.
	x

	Uses, interprets, analyses and communicates complex information from a variety of sources.
	x

	Demonstrates experience of creating systems and processes for responding to and investigating complaints in respect of care and treatment. 
	x

	Demonstrate understanding of key government policies and new legislation impacting upon the functions, leadership and organisational parameters of the Council and its partners
	x

	Ability to develop and implement performance and improvement systems, models and methods to maintain and manage robust data and information in order to enhance the strategic performance management framework.
	x

	Able to work effectively in order to achieve agreed outcomes with partner organisations/stakeholders/professionals from other disciplines/council members
	x

	Knowledge of current local and national issues impacting upon the service and can demonstrate a clear linkage with the needs of Adults and young people across the district.    
	x

	Demonstrate an ability to make difficult decisions, to be held accountable, and be comfortable managing targets and outputs.   
	x

	Post holder will be responsible for being the appropriate person who is; of good character, able to perform tasks intrinsic to their role, has the necessary qualifications, competence, skills and experience, supplying the necessary documentation to confirm suitability to manage the regulated activity as the registered manager under regulation 7 of the Health and Social Care Act (2008) Regulated Activities 2014. 
	x

	Demonstrable experience of providing assurance that staff delivering services are suitably qualified, competent and experienced ensuring they can meet the CQC standards
	x


	Relevant experience requirement: Essential for shortlisting


	Experience of leading, managing, supporting and developing individuals and teams and promoting a ‘can do’ attitude within an environment of continuous improvement and outcomes for Adults, their carers, families and wider community networks.    


	Significant previous experience of managing CQC regulated services 
Management experience in Adults Services
Experience of managing service provision 
Understanding of statutory regulations

	Be able to demonstrate great interpersonal skills combined with excellent leadership and management capacity, with a passion to improve the lives of Bradford citizens. 


	Relevant professional qualifications requirement: Essential for shortlisting


	Minimum of a Level 5 Management Qualification and Social Care Qualification Level 4 or above or CQSW/CSS/DIPSW/Degree in Social Work/MA in Social Work OR Degree/Masters in Occupational Therapy

Managing Successful Programmes – Project Qualification

	Core Employee competencies at manager level to be used at the interview stage. 


	Carries Out Performance Management – covers the employee’s capacity to manage
 their workload and carry out a number of specific tasks accurately to a high standard. 

	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self-effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  



	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self-interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	Working Conditions: 
 

	Service Managers are required to provide out of hours management support by telephone (evenings, weekends and bank holidays) as part of a rota.

	

	Special Conditions: 

	Enhanced DBS check

	Compiled by:

Clare Oates
Date: 10.6..23
	Grade Assessment Date:

12.12.23
	Post Grade:
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  The following information is  provided  to help Council staff and those people considering  joining the City of Bradford Metropolitan District Council to understand and appreciate the  general work content of their post and the role they are to play in the organisation.   The  duties and responsibilities highlighted in this Job Profile are indicative and may vary over  time.  Post holders are expected to undertake other duties and responsibilities relevant to  the nature, level and scope of the post and the grade has been esta blished on this basis.     As a candidate you will be expected to demonstrate your ability to meet the special  knowledge, experience and qualificati ons required for the role by providing evidence in the  application   form for the purpose of shortlisting.   Applicants with disabilities are only required  to meet the essential special knowledge requirements shown by a cross in the end column  of this section.     The  e mployee competencies are the minimum standard of behaviour   expected   by the  Council of all its employees  and the management competencies outlined are those relevant  for a post operating at this level within our organisation.      Both sets of competencies will be used at interview stage and will not be used for short  listing purposes.        

Key Purpose of   Post :    

To be  responsible for the effective management   of  the suite of short term support service   provision within Bradford   council ,  responsible for p roviding assurances that the Council’s  services are;   safe, effective, caring, responsible and well - led   in line with CQC standards.  The service is responsible for delaying the development of need under the Care Act 2014.  Ensuring t hat the service area has high   quality  safegua rding practices and policies   in  place , which promote people’s Human Rights.   Fulfilling the requirements of the  Registered Mana ger with CQC for the service area, responsible for  leading registered  managers across the service area.      The post holder will be responsible for the   strategic development and   leadership  o f the  service, seeking   to continuously   develop,  m anaging   quality and standards of  practice,  including the  implementation, management, monitoring   and reviewing of the council ’s  delivery of assessment and care management  services and ensuring that the   service  deliver s   positive outcomes for service users/carers  and  is sustainable in its delivery .   Must  uphold cultural Intelligence and sustainability of the service within the Integra ted Health  and  Integrated   Care Partnership   (ICP). This includes the correlation of work with Bradford  acute trusts, community health services & primary care.  

