


SEFTON METROPOLITAN BOROUGH COUNCIL 
Children’s Services

Job description	Assistant Manager – Cherry Road

Grade:  			Grade I  

Location: 			Cherry Road

Post No: 			00711

Responsible To                    Registered Manager

Responsible For:                 RSW’s and others as allocated

JOB PURPOSE

· To support the Registered Manager to manage a comprehensive programme of evening/weekend/overnight short break opportunities in line with Statutory regulations, targeted at preventing family breakdown. 

· To provide direct support, management and development of the staff team to deliver high quality care that safeguards and promotes the welfare of children and young people

· To manage the Service in the absence of the Registered Manager

· To develop partnerships with relevant statutory and voluntary agencies, ensuring a comprehensive programme of short break opportunities, including outreach work with families, working alongside services to prevent family breakdown

MAIN DUTIES

· Support the development and monitoring of a comprehensive programme of short break opportunities and outreach work for children/young people at risk of family breakdown, working alongside other services. Support with staffing rotas.

· To ensure that the support and activities delivered by Cherry Road meet the needs of the cohort of children and young people and their families.

· To ensure that workloads are effectively managed.

· To support the Registered Manager in producing and implementing the offer to children and families

· To support the Registered Manager by offering staff appropriate support and guidance to ensure the continued delivery of short breaks and that business continuity arrangements are in place.


· To support the Registered Manager and/or lead the recruitment of employees for the service.

· To deliver some supervision to full and part-time staff 


· To ensure that there is access to appropriate training, supervision and personal development to enable the team to meet the changing demands of the service

· To support the Registered Manager with Quality Assurance and audit activities. 

· Contribute to ensuring good quality records and ensuring care plans are adhered to and that any personal care/administration of medication is in line with policy and procedure, that all information is appropriately recorded and stored.

· To support the Registered Manager in the production of performance reports as requested.

· To ensure that any safeguarding concerns are escalated to the Registered Manager and are recorded and managed in accordance with Sefton's procedures.

· To have up to date knowledge and understanding of the relevant legislation, standards, Sefton’s policies and procedures and inspection regimes and governance systems.

· To support the Registered Manager to undertake regular consultation with children/young people and their carers to ensure effectiveness of service provision.

· To support the Registered Manager in overseeing performance and practice.  Ensure that all staff have an appropriate induction and access to training and development opportunities as relevant to their role.

· Support the Registered Manager to work with key stakeholders, relevant professionals, families and carers to ensure that partners play an integral role in the shaping and improvement of outcomes for children and young people.  This includes working alongside services to prevent family breakdown.

· Represent the team, in the absence of the Registered Manager at relevant forums to ensure the service reflects partnership priorities

· To work flexibly including weekends and be part of an on-call rota system for night, evening and weekend support.


[bookmark: _Hlk9251653]SERVICE DEVELOPMENT

· Support the Registered Manager in the development of a series of projects with key council services, private sector providers and voluntary and community groups to maximise the short break opportunities available for children and young people. 

· Maintain an effective network of contacts both within Sefton, across Merseyside and the North West to ensure the relevance of the Short Breaks programme

·   Work with key stakeholders to ensure that they play an integral role in the shaping and improvement of the Offer.

· To keep abreast with industry specific developments on a local, regional and national level to ensure Sefton remains at the forefront of Short Breaks provision by adopting good practice.


HEALTH & SAFETY

· To ensure that practices and procedures are in place to ensure the health & safety of the staff and service users.

· To ensure that systems and processes are in place to enable the safe administration of medication to those who require it, including the provision of training to staff.

· To ensure that systems and processes are in place to ensure that good quality care plans are completed and followed for children and young people thus ensuring all their care needs are met whilst participating in activities provided by the service run by the team.

· All staff are responsible for the implementation of the health and safety procedures so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of health and safety arrangements relating to their work to ensure appropriate improvements are made when necessary.

· To ensure that all staff, have received training and operate within the council’s procedures for Child Safeguarding.

· To support the Registered Manager to ensure that all building compliance matters are adhered to.







[bookmark: _Hlk9251896]FINANCE

· To support the Registered Manager with financial functions as requested by that post holder. 

· To utilise Council Financial and HR systems in accordance with authorisation levels.


SPECIAL CONDITIONS

· This post is registered as exempt from the Rehabilitation of Offenders Act 1974 and in accordance with the Police Act, the successful candidate must be able to obtain satisfactory Enhanced Criminal Record Disclosure in order to be appointed to the post.  In this respect a criminal record check will be undertaken prior to confirmation of appointment. 

· Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

· The Council operates a no smoking policy.  Employees are not allowed to smoke in the workplace or to take smoking breaks during work time. 

· This post is designated casual car user 

· This post will involve evening and weekend work. A flexible working arrangement is in place and a time off in lieu (T.O.I.L.) system is in operation

· The post holder will undertake regular on call responsibilities, on a rota basis alongside the management team, during periods when evening/weekend/overnight activities are taking place.

· Occasional sleep in duties may be required.


GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.




Note: 	Where the post holder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job



Date                   July 2025
Designation       Simon Fisher, Service Manager/Responsible Individual


Person specification:  Assistant Manager - Springbrook 
 
	Personal Attributes Required 
 
	Essential (E) or   Desirable (D)
	Method of Assessment


	Qualifications 
 
NVQ Level 3 Care or Children’s Workforce Diploma Level 3 
 
NVQ Level 4 Child Care or other professional qualifications 
 
NVQ Management Level 3 or above, or commitment to undertake within 12 months or appointment 
 
ECDL, CLAIT or other similar IT qualifications 
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	Experience  
 
As required by Ofsted Regulations, a minimum 5 year’s experience in child care, 3 of which should be in a residential setting working directly with children with emotional or behavioral difficulties. 
 
Effective management of resources 
 
Working in partnership with professionals, parents and carers 
 
Preparation of reports within given timescales 
 
Developing and monitoring a comprehensive programme. 
 
Planning and producing effective staff rotas 
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	Knowledge / Skills / Abilities 
 
Ability to undertake staff supervision 
 
Ability to prepare reports including performance management reports 

An understanding of the stages of child development, separations and loss 

Knowledge of legislation in relation to Children's social work, Children's Homes, National Minimum Standards and their regulatory framework. 
 
Ability to work as a member of a team or teams and to lead and motivate others. 
 
Ability to develop effective relationships between children and staff, their parents and or their carers. 
 
Ability to represent the team in the absence of the registered manager 
 
Competent use of Information Technology systems. 
 
Ability to audit activities and records to ensure effectiveness and equality 
 
Ability to make sound decisions when working under pressure. 
 
Ability to manage and prioritise workload. 
 
Commitment to develop self and others. 
 
Ability to motivate and lead others. 
 
Ability to work in a flexible manner to meet the contingencies of the service. 
 
Ability to assess training needs of staff. 
 
Experience of budgeting systems 
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	Special Requirements 
 
There will be a requirement to undertake working unsociable hours including weekend working and sleeping-in-duties in order to maintain appropriate staffing levels at the establishment. 
 
Must be legally entitled to work in the UK 
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 AF = Application Form   I = Interview
