Job Title: 
Assistant Manager
Reporting to: 
Manager 

Hours:
 
37.5 hours per week

Location:  
Ethnic Enable, 39 Napiershall Street, Glasgow

Salary:

£20,001- £25,000 pa

Interview: 
Interviews will be held on Monday September 12th 
Main Purpose:

This position is to provide coordination and operational management duties to Ethnic Enable’s core project areas. In addition, the post holder will have proven experience and skills of working with disabled individuals (preferably disabled children and young people) within ME communities, their carers and families in Glasgow and the surrounding area in order to improve access to EE services for BME clients and address barriers to engagement by mainstream communities.

Background

Ethnic Enable was created in 2000 to help minority ethnic (ME) (including those from asylum seeker and refugee communities) disabled people and their carers achieve a better quality of life by improving access to educational, employment, social welfare, health leisure, recreational and cultural opportunities. The Management team has recently identified the potential to expand service delivery, engage in greater collaboration across projects and recognises an opportunity to build more robust processes as well as improving our management capacity and scoping future capacity requirements.  

We urgently need to appoint an experienced Assistant Manager who will assist the Manager to co-ordinate our work more effectively, review our systems and processes and embed new project management procedures to improve efficiency, collaboration and shared learning across project teams. 

Expected Outcomes

· EE is equipped to operate more smoothly as a whole organisation 

· Operational plans and decisions are based on effective capacity planning

· There is a measurable improvement in the culture and practice of effective project planning throughout the organisation. 

Key Duties:

Management and Operational Duties

· Improve the co-ordination of EE’s activities across teams 
· Plan, co-ordinate and monitor the various project activities and resources within EE to achieve a better match between strategic priorities and capacity
· Review EE’s procedures, identify changes to improve efficiency, consistency  and effectiveness and implement change with teams
· Implement and monitor operational plans
· Develop costings for EE’s services and prepare and control operational budgets
· Assist teams to identify and implement efficiencies 
· Share a commitment  that EE’s work must benefit people with disabilities from BME communities and their families
· Be aware of and take responsibility for operating within EE’s Policies and Procedures including Health and Safety responsibilities as an EE employee
· Take up development opportunities to benefit own role and EE within the framework of the EE Development Plan
· Take part in general EE duties including Team meetings and regular support and supervision
· Take up any other duties as required by the Manager.

Publicity, Networking & Outreach
· Work towards understanding the barriers and gaps for different BME community groups and compile findings as part of a continuous needs assessment for this changing client population. 
· Produce culturally-sensitive literature that will be made available in several languages. This also includes contributing to website section dedicated for use by BME groups. 
· Take responsibility for co-ordinating publicity, promotion and dissemination of information about EE Services to BME communities within an overall objective of encouraging uptake of EE Services by the diverse community groups.
· Develop and maintain strong links with key stakeholders in local BME services. Liaise with individuals, statutory and voluntary organisations as appropriate and represent EE Services at relevant meetings, forums and conferences in agreement with line manager.
· Work alongside EE staff and partners in co-ordinating translation services or other support that will assist BME clients in engaging with any of the EE services.

Training / Community Education

· Participate in training events as agreed with line manager and share with other staff / volunteers any new skills and knowledge.
· Discuss with EE staff via team meetings issues relating to the delivery of our services in a culturally appropriate and sensitive way. 

General& Admin Tasks

· Maintain appropriate records relating to all outreach work and client contact.
· Provide written reports as requested, for example relating to the impact of the various projects on service uptake. 
· Maintain good communication with the EE team, sharing expertise, information, resources and ideas with colleagues in order to raise the profile of the needs of our BME clients both within the team and with partner agencies.
Any other tasks as reasonably required by the Manager or Management Committee within the scope of the post.

Supervisory Responsibilities

· Supervise 3 Part Time staff in the absence of the Manager and also coordinate volunteers

PERSON SPECIFICATION 

	Requirement
	Essential or Desirable
	How tested

	EDUCATION, SKILLS & EXPERIENCE
	
	

	Educated to Master’s level or equivalent in a relevant subject or have 5 years experience.
	E
	Application Form

	Must have management and supervisory skills in previous job roles especially within a ME organisation


	E
	Application Form

	Possess a knowledge of the local area and a

knowledge of disability issues with the ME community
	E
	Application Form

	An appreciation of the needs of disadvantaged groups within ME communities. Have an understanding of disability within the ME context and capable of delivering culturally competent services to ME clients and mainstream organisations.
	E
	Application Form

	Able to demonstrate experience of working in

partnership and involvement of community groups,

particularly disabled groups from BME communities
	E
	Application Form Interview

	Able to demonstrate experience of report writing and

business planning
	E
	Application Form Interview

	Able to demonstrate experience of working in a disability related field
	E
	Application Form Interview

	APTITUDE AND PERSONAL ATTRIBUTES
	
	

	Skills in community development work or a related field with emphasis on disabled members of ME communities
	E
	Application Form/Interview

	Possess effective written and oral communication skills
	E
	Application Form/Interview

	Possess excellent organisational skills
	E
	Application Form/Interview

	The ability to prioritize workload and work on your own

Initiative
	E
	Application Form/Interview

	Possess a commitment to the empowerment of local

Communities
	E
	Application Form/Interview

	Ability to take an innovative approach to delivering

projects, services and activities
	E
	Application Form/Interview

	Possess a high level of self motivation
	E
	Interview

	Possess good interpersonal skills
	E
	Interview

	Able to be innovative and proactive
	E
	Interview

	A commitment to quality service
	E
	Interview

	CIRCUMSTANCES
	
	

	Able to work non standard hours in order to maintain links with community groups
	D
	Application Form/Interview

	Preferable from a ME group 
	D
	Application Form/Interview

	EQUAL OPPORTUNITY 
	
	

	Understand and demonstrate a willingness to promote

positively the Equal Opportunities Policy of Newport

City Council
	E
	Interview


Special Conditions

Criminal Records Bureau Disclosures

This post will result in you having substantial contact with children, the elderly, sick or disabled. The Authority, therefore, requires that by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, the Children’s Act 1989 and/or the Police Act 1997, you reveal any criminal convictions, bind over orders or cautions, including those which would normally be regarded as spent. You must complete the relevant section on the application form – your application will be returned if this section is incomplete. If successful in your application you will subject to a Criminal Records Bureau Disclosure. Further information about Criminal Records Bureau Disclosures and the Council’s approach to recruiting ex-offenders should follow the application form, if not contact the person named in the advertisement.
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