

Restorative Solutions CIC

Role:		Corporate Services Manager
Terms:		2 days (15 hours)/week; £12,000/annum (£30,000/annum FTE)
Location:	Home based
Reporting to:	Director of Corporate Services

Key Responsibilities:

HR Support

· Maintenance of HR policies and procedures.
· Maintenance of staff induction packs and processes, and staff handbooks.
· Maintenance of volunteer induction packs and processes, and volunteer handbooks.
· Support the recruitment process, including vetting/DBS checks, prepare contracts for new joiners, and support local managers with new starter inductions.
· Maintain employee records including leave, timesheets, and expenses claims.
· Health & safety management.
· Staff wellbeing.

ICT Support

· Work with our external IT providers to ensure staff systems are fit for purpose, including email, case management systems, MS365 functionality and remote desktops.
· Manage purchase and allocation of laptops, mobile phone contracts etc.
· Manage processes to ensure IASME Governance/Cyber Essential Plus accreditation is maintained.
· Maintain physical and data asset registers.

Marketing & Communications Support

· Work with internal teams, managers and external delivery partners to develop and monitor delivery of marketing plans.
· Work with our external marketing agency and local teams to manage various Restorative Solutions websites and social media channels.
· Work closely with designers, producers and printers to create marketing materials.
· Advise and guide staff in the planning and execution of events.
· Edit and proofread communications materials.

Business Development Support

· Work collaboratively with colleagues to enable the swift sharing and rolling out of good practice, the standardisation of work across the organisation, and the building of new relationships to facilitate new projects and new areas of work. 
· Assist with preparing bids for published ITTs and/or proactive service propositions.
· Build business cases for the development of services with existing and new commissioners at a local and national level.

Person Specification

· Exceptional organisational and communication skills.
· Experience at administrative or management level, ideally within the Justice or voluntary sectors.
· Excellent computer literacy (MS Office applications).
· Problem solving skills.
· An ability to maintain confidentiality and act with discretion and diplomacy.
· Self-motivated and able to work under own autonomy or as part of a team.
· Strong interpersonal and communication skills (both verbal and written)
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