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	Job Description


	
	
	
	

	Vacancy Reference No:

	Job Title:
	Team Manager
	Job Number:
	Y5023D

	Directorate:
	Children, Learning and Young People
	Post Number:
	YCFTCC 004 and 

006 / 007



	Service:
	Neighbourhood Services
	Grade:
	

	Location:
	Coundon


Job Purpose:
1.
To be responsible for the effective provision of services delivered from the Children’s Locality Team.  

2.
To ensure assessments are completed and services provided in accordance with the Children Act and Child Protection guidelines and departmental expectations.
Main Duties and Responsibilities:

1.
Work with the Fieldwork Manager to establish and maintain an Operational Policy for the team/office.

2.
Responsible and accountable for the management of devolved budgets ensuring these are effectively monitored and controlled.  This will include the investigation and resolution of any discrepancies.  These budgets may be used either for contracting and purchasing of services, or for the maintenance of existing provision and support services.

3.
Manage staff in the team, including recruitment and selection, induction and probation, workload allocation, identification of training needs and plans, disciplinary and grievance matters (referring any serious breached to the Fieldwork Manager), assessing career progression.

4.
Provide supervision to staff in the performance of their duties in accordance with the Department’s supervision policies and associated guidance.  This will include the active monitoring of case files and computer records.

5.
Responsible for the maintenance of the budgetary/expenditure records to audit standards, with support from the Administrator and Departmental Finance Officer.  Ensure the accurate presentation of information contained within the SURFACS and FIS systems, reporting on actual and predicted spending, involvement in departmental processes of budgetary and service planning relating to children and family service user groups.

6.
Liaise with and establish sound working relationships with other agencies, departments and independent sector groups and providers.  Promote joint and inter-disciplinary working partnership arrangements and other initiatives with statutory and independent organisations, including Health Trusts, Education, Housing, DSS, NSPCC, etc, participating in Area Co-ordination and other corporate initiatives as appropriate.

7.
Utilise the resources available to provide a flexible range of services and individually tailored packages of support and care, which are sensitive to the needs of individual children and their families (particularly those from minority ethnic communities and with special needs), in partnership with other departmental services, other agencies and independent service providers.

8.
Brief staff, convene regular staff meetings as required and ensure that Council and departmental policies and procedures are effectively communicated to staff.

9.
Direct and advise staff within the team on the proper interpretation of their role and practice in accordance with their position and level of accountability, including advice on prioritisation, risk assessment and risk management.

10.
Chair reviews and planning meetings in line with departmental procedures.  These may relate to services provided by the Department, and to services provided by other organisations.

11.
Advise on and, where necessary, institute legal processes to protect vulnerable service users, attending court on behalf of the Department, as appropriate.

12.
Investigate complaints, disciplinary and grievance matters and contribute towards positive industrial relations, taking advice from and advising the Fieldwork Manager of issues in these areas as they arise.

13.
Participate, along with other Team Leaders, in the development, co-ordination and implementation of strategic and operational policies and plans for the delivery of services to children and their families.

14.
Maintain a working knowledge of relevant legislation, statutory instruments, codes of practice and departments policies and procedures, ensuring these are adhered to and communicated within the area of responsibility.

15.
Ensure the development of service standards and mechanisms for monitoring and evaluating the deployment of resources, the service provided, and the effectiveness of those services in achieving individual service user’s needs and C&F ACM/divisional or departmental objectives.

16.
Ensure that policies on the retention and destruction of case files are implemented and adhered to.

17.
Provide cover for other Team Leaders in their absence at the request of the Fieldwork Manager, and act for the Fieldwork Manager from time to time as requested.

18.
Any other duties and responsibilities within the range of the salary grade.

All duties and responsibilities must be carried out with due regard to the City Council's Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the City Council's Equal Opportunities Policy.

Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines. 

Responsible for:
Social Workers and other staff as identified by the Fieldwork Manager

Responsible to:
Fieldwork Manager

Reviewed:
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	Person Specification


	
	
	
	

	Job Title:
	Team Manager
	Job Number:
	Y5023D

	Directorate:
	Children, Learning and Young People
	Post Number:
	YCFTCC 004 and 

006 / 007



	Service:
	Neighbourhood Services
	Grade:
	

	Location:
	Coundon


	
	Job Requirements

	Knowledge:
	· The City Council's Equal Opportunities Policy and how to provide services that are sensitive and relevant to all service users.

· Relevant legislation, policy and guidance in relation to adults and older people.

· Factors relating to a positive industrial relations climate.

· Procedures relating to the investigation of grievance and disciplinary matters.

· Comprehensive understanding of the range of service users’ needs and the range of Social Services provision to meet these needs.

· Awareness of procedures in relation to personnel, financial, budgetary and other support functions.

· Knowledge of the principles of sound financial management and budgetary processes and controls.




	Skills and Abilities:
	· Able to manage a team’s workload including the establishment of initial referral taking, assessment, allocation and workload management systems in line with departmental and policy priorities.

· Skilled in working with service users to identify need and arrange services to meet need.

· Able to anticipate and respond appropriately to situations of conflict.

· Effective communication skills - verbally and in writing.

· Numeracy skills in order to understand statistical and financial data related to service provision.

· Able to chair meetings.

· Skilled in leading, motivating and supporting staff.

· Able to work in an anti-discriminatory way with service uses, carers and colleagues.




	Skills and Abilities:

(Continued)
	· Able to develop effective working relationships with service uses, carers, colleagues, other agencies and elected members.

· Able to work to service standards and set objectives, monitor performance against relevant indicators and demonstrate a commitment to quality in service provision.

· Able to organise and manage own work programme and that of others.

· Ability to investigate and manage disciplinary and complaint matters.

· Able to contribute towards the development of services in Coventry.

· Able to manage budgets including the monitoring and projection of expenditure.

· Able to participate in the recruitment and effective induction of new staff.

· Able to provide professional supervision to staff and manage issues relating to staff development and performance.

· Able to manage change positively and constructively.




	Experience:
	· At least two years' experience, having attained CW2 status or equivalent.

· Experience of assessment and care management work with adults.

· Supervision of staff.




	Educational:
	· Dip, SW, CSS or CQSW or a CCETSW validated equivalent from another country.




	Special Requirements:
	· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Criminal Record Disclosure will be required prior to appointment.
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