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Service Manager
Job Description & Person Specification

Job Title:		Service Manager 
Reporting to:		Chair of the Management Board
Responsible for:	Caseworker
Liaison with:		Business Development and Fundraising Consultant		
Hours:			4 Days per week
Contract duration:	1 Year 
Job Description
Background 
Lambeth Mediation Service (LMS) is a community voluntary organisation with a respected reputation that has been helping to resolve conflict in the community for 25 years. We are a registered charity and work with a team of over 60 highly trained and experienced volunteers drawn from, and reflecting the diverse local community in Lambeth.
Our ongoing major projects are in community mediation and restorative justice. We are looking to expand this work and further develop our work with schools, in workplace mediation and in providing training.
Lambeth Mediation Service is funded through a combination of Lambeth Council funding, trust funding and earned income. In the current challenging funding environment diversifying and securing sustainable funding streams is a key priority for the organisation. This role represents an opportunity to lead an established mediation service into the next stage of its development.

Scope
Working closely with and accountable to, the Chair and Management Committee the Service Manager is responsible for overseeing the effective and efficient delivery of LMS’s services to the highest possible quality.  The role will involve management of staff, volunteers, financial and physical resources. 


Volunteer management and development
· Establish systems and processes to ensure that exiting LMS volunteers are appropriately skilled, supported and motivated to effectively deliver LMS’s full range of services. This is likely to involve working closely with volunteers and the Case Worker to:
· Identify volunteer training needs
· Organise training for volunteers 
· Identifying systems for supporting the ongoing development of volunteer skills
· Identify opportunities for volunteers engage in the wider delivery of LMS’s work 
· Recruiting new volunteers, as required, to ensure that existing and new service delivery commitments can be met. 
Service delivery management
Oversee and manage delivery of a portfolio of service delivery contracts ensuring that all services are delivered to high quality
· Develop and oversee detailed operational and project plans to ensure that LMS’s existing contractual commitments are met
· Closely monitor progress towards meeting of LMS’s existing contractual commitments and ensure that effective systems are in place to provide accurate data for internal and external use.
· Be responsible for the quality assurance of LMS’s services.  Where necessary, establish and roll out minimum service quality standards.
· Work with clients and partners to improve awareness of the services provided by LMS and to increase the number of case referrals made to LMS.
· Work with the Case Worker to ensure that all cases referred to LMS are dealt with efficiently within service quality standards.
· Report progress against service contracts at regular intervals to LMS’s Board 
Business & Financial Planning
· Develop and implement an annual business plan to deliver LMS strategic objectives
· Develop and manage the annual budget in consultation with the Treasurer
· Report regularly to the Management Committee on progress against agreed the budget and financial targets
· Management budgets, monitoring expenditures and costs against planned expenditure
· Ensure that effective and efficient management and financial accounting practices are in place
People Management
· Line manage the Case Worker, ensuring regular supervision, appraisal and professional development opportunities 



Relationship Management
· Manage and build positive relationships with existing and potential funders, commissioners and all other stakeholders
· Represent and promote LMS to the wider community and professional bodies
· Network and seek out opportunities to expand the role of the Service
· Oversee the ongoing development of LMS web presence and external communications   

Person Specification
– these are the qualities that we are looking for candidates to demonstrate

	Key Criteria

	Experience

	
· Experience of successfully managing projects / programmes

· Experience of working with and engaging volunteers


	Knowledge and Skills

	
· An understanding of the role and commitment to the process of mediation

· An understanding of the role and commitment to the process of Restorative Justice

· Ability to deliver effective people management

· Ability to build and maintain excellent relationships

· Ability to influence internal and external stakeholders

· Excellent written, verbal and interpersonal communication skills

· Ability to use and present data

· Fluency in written and spoken English

· Strong computer skills: facility with MS Word and Excel and a sound understanding of web-based communication


	Other Requirements

	
· [bookmark: _GoBack]Commitment to Equal Opportunities
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