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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.

Job Description

Position: 


Service Development Manager - Schools
Responsible to:

Director
Location:
Base to be agreed, covering all RE:SET school services
Working Hours:
As detailed in advert, may require some out of hours work
Value Statement: 
All employees of Apex Scotland will demonstrate fairness, honesty, transparency and trust in their dealings with colleagues, service users and partners and ensure that the needs and requirements of these stakeholders are understood and responded to within employment practice, service design and delivery.

Business Focus
The Service Development Manager - Schools will:

· Identify and propose areas for growth of RE:SET service in line with Apex strategy and existing funding.
· Manage the development and marketing of services in order to meet the demands of existing and potential customers by promoting Apex RE:SET as an effective and desirable resource to other agencies and funders. 
· Identify and analyse the requirements of emerging markets and customers and evaluate the extent to which existing services may need to be amended or new services created.
· Create and maintain a database of funders and grant making bodies and develop a reference library of relevant national and local policy documents.

· Design new and innovative services based on best practice.

· Instigate and lead on the development of proposals to meet external tendering and funding opportunities, which include evaluating potential contracts to ensure financial viability and preparing bids to secure future business or service provision. 
· Identify, develop and manage local and national partnerships with appropriate agencies that add value to existing services and strengthen Apex’s capacity to operate effectively.   
People Management and Development

The Service Development Manager - Schools will:

· Actively promote effective teamwork and develop productive working relationships with staff, colleagues, partners and stakeholders. Encourage and promote effective communications keeping all schools and stakeholders informed of developments. Chair, facilitate and participate in regular staff, management, development, stakeholders and partnership meetings.

· Conduct monthly supervision, annual appraisal and review meetings and create and monitor individual personal development plans (PDPs) with staff.  Provide learning and development opportunities for staff and colleagues and promote a culture of continuous learning and development within the staff team(s).

· Support the RE:SET Team Leader in their day to day management of the various RE:SET services.
· Identify the workforce requirements for the RE:SET team and plan to meet needs. Recruit and encourage the retention of effective staff where required.  Participate in recruitment and disciplinary procedures as required in other areas of the organisation.
· Support and act as mentor or peer advisor to other service development managers as appropriate.

.   
Leadership, Management and Planning

The Service Development Manager - Schools will:

· Provide strategic leadership for the team and support the delivery of services. Develop and implement operational plans and monitor the performance, progress and quality of teams and services to meet contractual requirements, statistical targets and the strategic aims of Apex Scotland.
· Encourage innovation within the team(s) and in the organisation. Promote and implement a programme of continual improvements in existing practices, staff development and service delivery.  

· Where required, participate in change management and support staff and stakeholders affected by change. Lead, plan and implement change when this is appropriate for the area or organisation.

· Plan and manage specific projects in accordance with the service level agreements, or other arrangements in place, having regard to operational budgets, funding opportunities, risk management, health, safety and welfare, workforce and resource issues and the overall strategic aims of Apex Scotland.     

Personal Development

The Service Development Manager - Schools will:

· Take ownership for self development by highlighting opportunities and agreeing a personal development plan with the appropriate director. Actively pursue continual improvement in performance, skills and knowledge. Participate as required in appropriate activities across the organisation including best practice working or advisory groups, planning and personal development opportunities.  Undertake all mandatory Apex management competency requirements and participate in on-going management development programmes.
Financial Responsibilities

The Service Development Manager - Schools will:

· Research, pursue and obtain additional funding for sectoral area specific services, programmes and new initiatives.    

· Propose and agree an area budget with the appropriate director and head office finance team and manage the agreed budget to ensure expected targets and objectives are met, including the need to create savings where necessary. Take appropriate action to monitor and control finances as directed by the appropriate director and head office finance team.   

Organisational and Legal Responsibilities

The Service Development Manager - Schools will:

· Actively promote equality of opportunity and diversity within their area of responsibility and develop this culture within the staff.     
· Monitor the health, safety and welfare processes and practices and promote a health, safety and welfare culture within the operational area. Ensure all risk assessments are carried-out where appropriate and exercising a duty of care.   
· Ensure compliance with all Apex policies and local procedures. Monitor the system of processing and recording TOIL, holidays, absence, expenses claims, petty cash etc. 
· Monitor the maintenance, functioning and utilisation of Apex’s facilities and assets in agreement with the necessary departments of Apex Scotland.

· Ensure that there is conformance with all employment related legislation and Apex policies and practices e.g. Employment Law; Health, Safety and Welfare; Discipline and Grievance; Information Security; etc.  

· Adopt and encourage a flexible attitude of co-operation between staff and other operational centre areas. Provide cover and support to meet Apex’s overall strategic objectives. Respond positively to all reasonable requests from the appropriate director or colleagues.
