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Job description

	Job title:
	Deputy Manager

	Hours of work:
	20 hours per week

	Responsible to:
	Scheme Manager

	Responsible for:
	Administrators and ARC Coordinator

	Scheme/Employer
	Home-Start Birmingham Central and South-West



Main Purposes of the job
· To deputise for the scheme manager as necessary.
· To support the scheme manager with a range of management tasks, including HR, finance, funding, compliance, internal processes, policies, quality assurance and reporting.
· Ensuring inclusion, diversity and equality of opportunity in all aspects of the work.
· Ensuring all Home-Start policies and procedures are implemented.
· Ensuring effective supervision, direction and opportunities for development for administrator and Arc Coordinator 
· To assist in ensuring good safeguarding practice.
· To assist in ensuring Home-Start Birmingham Central and South- West maintains high standards of practice in supporting families with the Home-Start model.
· To ensure the effective day to day management of administrators and ARC Coordinator in accordance with the Home-Start Memorandum & Articles of Association; the Home-Start Standards & Methods of Practice, Home-Start Agreement and Quality Assurance Standards. 
· To support the implementation and review of all Home-Start policies and procedures.
· As part of the Senior Management Team, you will help to deliver our key strategic and operational objectives. 
· To contribute to the recruitment, selection, induction, management and deployment of staff. 
· Contribute to promoting the work of Home-Start Birmingham Central and South-West

Internal systems and communication

· Refine and improve internal systems and communication procedures for the administration function, to ensure that appropriate and effective support is provided to the scheme. 
· Ensure the OneDrive is maintained and used appropriately.
· To refine and improve the ICT systems to maximise value for money.  


Working in Partnership

· Liaising and communicating appropriately with referrers and other professionals.
· Networking appropriately within the community.


Working in the Wider Context

· Promoting the scheme, its profile, ethos and practice, acting as an ambassador for the scheme.
· Contributing to the development of Home-Start locally and regionally.
· Supporting the Scheme Manager with the effective management of the scheme.


Main work contacts

· Work in close co-operation with, and as directed by, the Scheme Manager.
· Work alongside colleagues to ensure the effective operation of the scheme.
· Work in consultation with Home-Start Birmingham consortium.
· Work in partnership with other family support agencies and funding bodies.
· Work closely with the existing families and volunteers.

The post holder may be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above. Any changes will be carried out in consultation with the post holder.
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