Day Service Manager
(Full Time)
Application Pack

DAY SERVICE MANAGER (FULL TIME)
Accountable to:
Starting Salary:
Hours:
Contract:
Location:

Director of Operations
£35,162.78
35 hours per week
Full Time
Headway East London office in Hackney, with travel across North/East London

About us
Headway East London (www.headwayeastlondon.org) is a charity supporting people affected by brain injury. Working
across 13 London boroughs we offer specialist support and services for survivors and their family. We offer therapies,
advocacy, family support and community support work alongside our day service: a community venue where people
can make the most of their abilities and interests.
We also promote awareness and understanding of brain injury by providing information to the public, and offering
training to university students, professionals and businesses.
Our vision is to build a community where people with brain injury are valued, respected and able to fulfil their
potential.

About the Day Service
Our Day Service supports adult survivors of brain injury (members) to come together with peers, staff and volunteers
to share their experiences and contributions. We give each other physical, practical and emotional support, forging
new relationships and rebuilding identities.
Based in Hackney, it is also the hub for all our other services. It’s where our members can work in partnership with
their own keyworker to rediscover what they love doing, understand what they need, and find the activities, outings,
therapies and support that are right for them.
Our members and volunteers make our Day Service a relaxed, welcoming, friendly, diverse and creative place. It’s a
space to be ourselves, share our humour, do the activities we enjoy and support each other.

DAY SERVICE MANAGER (FULL TIME)
What you will do…
As the manager, you’ll take responsibility for the day to day operation of the Day Service, leading the staff team in
planning and delivering a range of projects and activity, whilst maximising members’ engagement in co-producing the
service.
You’ll take the lead in maintaining our excellent reputation for a quality service, and forge close working relationships
with key stakeholders. You’ll also work with the Director of Operations on service development; delivering the
organisation’s key strategic goals in an ambitious period of growth for Headway East London.

Main duties and responsibilities
Management and Development of the Day Service
•

Take overall responsibility for the day to day operation of Headway’s Day Service, ensuring it continues to
maintain the target number of member placements and operates smoothly and safely

•

Oversee and lead alongside the Deputy Day Service Manager on strategic development opportunities in line
with Headway East London’s strategic aims and goals.

•

Oversee the management and processes of referrals, assessments and new starts of members of the Day
Service; ensuring these are timely and quality assured to maintain full capacity within the service at all times.

•

Develop and review polices and procedures ensuring compliance with good practise guidance.

•

Co- Lead with Deputy Day Service Manager the recruitment, induction, line management and supervision of all
Day Service staff

•

Organise line management duties of Day Service staff with Deputy day Service Manager

•

Organise and facilitate alongside Deputy Day Service Manager regular Day Service team meetings and feedback
actions and outcomes to the Management Team.

•

In conjunction with the SMT identify the training needs of the Day Service team and support the development,
co-ordination and delivery of training for them

•

Lead modelling good working practices for less experienced staff

•

Undertake relevant training and disseminate information effectively to the Day Service team as appropriate

•

Plan and complete schedules for coordinating staff, and for key worker allocation, ensuring adequate cover for
the safe delivery of the service

•

In conjunction with the SMT and Finance Manager, monitor the Day Service budget and ensure the service is
operated within budget.

•

Regularly liaise and work in close collaboration with the leads of Headway’s other services

Reporting
•

Oversee the administration of invoicing and contract monitoring documentation for the Day Service, ensuring
that information is reported to statutory agencies commissioning the service when required

•

Attend meetings with statutory agencies commissioning the service, alongside the SMT for the purposes of
monitoring, feedback and negotiation of contracts

•

Oversee impact measurements and outcomes are being accurately recorded by DS staff

•

Participate as a member of the Management Team, attending regular meetings and reporting on Day Service
activity as appropriate

•

Contribute to the development and delivery of evaluation tools for the Day Service (including the yearly service
evaluation survey), in conjunction with the SMT

•

Report to the SMT (incl compiling quarterly reports on Day Service activity for the Board of Trustees)

Members
•

Oversee the key working of all Day Service members, including equipping and supporting the Day Service
coordinator team in their key working duties as well as acting as a key worker for Day Service members when
required. This includes offering information, advice and advocacy as necessary and referring more complex
issues to the HEL Casework Service

•

Provide cover on the floor to ensure safe ratio’s of safe to members when needed.

•

In conjunction with the SMT, maintain oversight of transport contract(s) for Day Service members

•

Oversee risk assessments for Day Service members ensuring they are regularly reviewed and kept up to date

•

Oversee the implementation of the Day Service member review process

•

Lead and support the Day Service team with the implementation of behavioural management strategies and
procedures

•

Any other duties that may reasonably be required

This job description outlines the current main responsibilities of the post, however,, the duties of the post may change
and develop over time and the job description may be amended in consultation with the post holder

Skills & Experience
Criteria

Essential

Desirable

Qualifications

•

Health / social care or social science qualification at
Level 6 or above (i.e. NVQ Level 4, Bachelor’s degree)
or a relevant professional qualification or equivalent
experience

•

NVQ Level 5 in Leadership for
Health & Social Care or in the
process of working towards this
qualification

Experience

•

At least two years management and supervisory
experience in health, social care or the third sector

•

Experience of service
development

•

Experience of working as part of a team of staff and/
or volunteers

•

Experience of working in an
advocacy role

•

Experience of providing social care or support
services in community or domiciliary settings

•

•

Experience of assessing (incl. risk assessment) and
key working people with complex needs (incl. for
people with challenging behaviour)

Experience of working with
people with acquired brain
injury

•

Knowledge and understanding of the roles of CCGs,
Local Authorities and other statutory organisations

•

Knowledge of acquired brain
injury and its effects

•

Knowledge and understanding of the benefits system

•

•

Strong verbal and written communication skills

•

Excellent supervisory skills

Comprehensive knowledge and
understanding of the benefits
system and the new Care Act

•

Excellent leadership skills

•

•

An ability to work autonomously and as part of team

Knowledge and understanding
of the demographic Headway
East London serves

•

Excellent organisational and time management skills

•

•

Ability to problem-solve and prioritise

•

Ability to work under pressure and to stay calm in
stressful situations

Knowledge of the Mental
Capacity Act, Safeguarding
Procedures and their application

•

Ability to relate well to people from different
backgrounds

•

Ability to learn quickly and make complex decisions
(balancing interactions of risk, safety, choice and
mental capacity)

•

Ability to listen and be empathic with others’
situations

•

Computer literacy including working knowledge of
Office 365

•

Awareness of own competency level and how to seek
appropriate support and supervision.

•

Awareness of issues surrounding disability, social
exclusion and cultural diversity

•

Awareness of issues concerning
disability and social exclusion

•

Personally and professionally responsible

•

Flexible, adaptable and reliable

•

A commitment to equal opportunities

•

Willingness to work occasional evenings

•

A sense of humour

Skills,
Knowledge
and Abilities

Other
Requirements

Coaching, training and support will always be provided as part of the role.

DAY SERVICE MANAGER (FULL TIME)

To apply
Please submit your application form to recruitment@headwayeastlondon.org. Closing date for applications is 9:00am
Monday 16th May and interviews will take place in the week commencing Monday 23rd May (tbc). Please ensure you
address the requirements as laid out in the job description and person specification when completing page 4 of your
application and ensure all other sections of the form have been completed. Incomplete applications will not be
considered and CVs will not be accepted.
Headway East London is an Equal Opportunities Employer and we are committed to ensuring that all staff are
motivated, skilled and rewarded by their work. We welcome applicants regardless of race, religion or belief, colour,
national origin, sex, sexual orientation, disability, age and other protected status as required by law. We promote and
protect human rights; they are the foundation of what we do.
We want to be an inclusive place where a diverse mix of talented people want to come and contribute their unique
strengths and perspectives. We are focused on equality and believe that all the fascinating characteristics that make us
different, make us more able to deliver our life-changing work with passion and creativity. If you would like further
information about the role and Headway East London, please contact Natalie Clapshaw via email at:
natalie.clapshaw@headwayeastlondon.org or call on 02077497790.
No agencies please.

How you will work
•
•
•
•

In a way which promotes diversity, equality of opportunity and anti-discriminatory practice in line with
Headway’s Equal Opportunities Policy.
Operate at all times in a way that is consistent with Headway East London’s legal responsibilities including, data
protection, health and safety legislation and guidance, seeking specialist guidance where appropriate
Work in accordance with Headway East London’s aims and objectives and policies and procedures and to
promote a positive image of the organisation and its members.
Undertake such other duties as may reasonably be required, commensurate with the level of the post.

