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JOB DESCRIPTION					[image: FULL LOGO 2020]		
								


About with Friends is a Cromer based charity working with young people and adults with learning disabilities, some of whom may also have physical or sensory disabilities or behaviours that challenge. 
Our mission is to provide our members the opportunities they are entitled to. We support our members to live a life they choose by developing their skills and confidence for independence including building friendships and being part of their local community.
 	
Our Work Skills programme (Monday to Saturday) provides a variety of real work and service delivery opportunities for our adult members working within the local community.  These include a café, a tearoom and a retail shop in town, well established catering, gardening services and a retail production section. In addition we upcycle furniture and other small items in our woodwork and craft production areas. Our Salon, Home skills and Employability placements also offer a wide range of learning opportunities for our members.
Supported Living and Outreach services provide members support to live in the community, carry out a range of living tasks, budgeting, cooking, health appointments, trips out in the community and much more. We also support members in having holidays of their choosing. AWF is regulated by the Care Quality Commission (CQC) and maintains a strong compliance record. In 2023, AWF achieved a Good overall rating, with Outstanding in the Responsive domain.
We adhere to all regulatory requirements, maintain robust quality assurance systems, and remain committed to continuous improvement and excellence in support delivered to our members.
Following the successful approval of our Home Support tender, we have progressed with the development of our own property, The Hollies, located locally. This facility has been converted into a supported living setting providing accommodation and assistance for four female members, with AWF delivering 24-hour care and support.
We run a wide ranging Leisure programme of social activities for our members; these occur mainly evenings and weekends with activities including swimming, cinema and day trip outs in the community. In addition we offer residential holidays to a variety of places as chosen by the members.  

Our Bespoke service is a 1:1 based programme which caters to the member’s individual needs. The service tailors activities and timetables to an individual based on their needs and ability, this can include therapy based sessions, work skills and weekend activities.


	Job Title:
	Bespoke Manager
	Salary:
	£37,245 - £39,897

	Reports To:
	Head of Services & Registered Manager 
	Location:
	Based in Cromer, but will be required to travel 

	Service:
	Bespoke Service
	Hours:
	37.5 hours per week may include weekends



	OVERALL PURPOSE OF JOB:   	

Provide strong leadership, direction and effective management alongside the Manager of the Children’s and Bespoke Support Services - providing support and supervision to workers – both paid and voluntary, and addressing training and development needs.  

To support and develop our young members at the appropriate level to enable them to fully participate in their chosen social activities or bespoke programmes. 

To assist and encourage members to try new experiences, develop their communication, self-esteem, confidence and encourage friendships within their peer group.  

To be involved in the delivery of the individual bespoke activity/work based programmes on a one to one basis
The Bespoke service supports young adults on individual timetables to offer high quality learning outcomes.

Ensure that Safeguarding, Health and Safety and all About with Friends Policies are adhered to. To keep accurate records and ensure we meet reporting guidelines. 

To work with a wide variety of stakeholders to promote the service and ensure that new referrals are maximised and dealt with promptly, that needs assessments are carried out accurately and that the cost of our services is budgeted effectively (with support from our team). 


	

	PRINCIPAL RESPONSIBILITIES:     

Create a motivated, flexible and mutually supportive team culture that adopts a proactive approach to problem solving and the highest standards of services to our members. 

a) To be responsible for the welfare and safeguarding of AWF members – children and adults with complex needs. 

b) Provide strong, values-led leadership to the service, ensuring high-quality, person-centred support for adults with learning disabilities and complex needs, including autism, mental health needs, and behaviours that challenge.

c) Build and maintain positive relationships with families, advocates, commissioners, healthcare professionals, and external agencies to ensure coordinated, holistic support.

d) Respond to referrals, assessing individual needs, completing risk assessments, completed support plans, agreeing costs and excellent service delivery for individuals with complex needs in a timely and professional manner

e) Ensure all individuals receive tailored support in line with their assessed needs, preferences, aspirations, and outcomes. Promote independence, dignity, choice, and social inclusion at all times

f) To develop and increase the Bespoke Membership and be responsible for the production and delivery of activity programmes and timetables for Bespoke members who require service to fit individual need

g) Take overall responsibility for safeguarding within the service. Ensure compliance with relevant legislation, regulations, and standards (e.g., Care Act, Mental Capacity Act, CQC standards), maintaining a safe and supportive environment.

h) Attend / undertake member reviews and evaluations working as part of a multi-disciplinary team.

i) Oversee risk assessments and positive behaviour support plans, ensuring proactive and safe management of risks while promoting independence and informed choice.

j) To work to CQC regulation and good practice

k) To undertake all administration, report writing & attend all necessary meetings for the role

l) Manage service budgets effectively, ensuring financial sustainability, accurate record-keeping, and efficient use of resources.

m) To ensure that all staffing and office environment complies within the GDPR guidelines

n) Foster an inclusive, respectful, and empowering service culture that reflects organisational values and best practice in supporting adults with learning disabilities and complex needs.
o) Manage and complete staff Rotas on a monthly basis

p) Managing facilities and liaison of resources

q) Monitoring and evaluating members progression

r) Respite Holidays for Bespoke members and the organisation of staffing

s) [bookmark: _GoBack]Recruit, supervise, appraise, and develop staff to maintain a competent, motivated, and skilled workforce. Provide regular supervision, performance management, and ongoing training to meet regulatory and organisational requirements.

t) Monitor and evaluate service quality through audits, feedback, and performance data. Develop and implement action plans to drive continuous improvement and achieve positive outcomes for service users.



	H&S: What specifically is the jobholder responsible for under the Company Health and Safety Policy?

The jobholder must ensure they comply and up to date with, all charity policies and procedures in relation to health and safety specifically with regard to child protection and Adult Safeguarding,  confidentiality and data protection and follow correct reporting procedures.

Ensure activities are delivered within AWF H&S guidelines and that risk assessments are in place.



	HR MANUAL:  

All employees and volunteers at AWF are responsible for familiarising themselves with and adhering to our policies, procedures and risk assessments.



	DECISION MAKING AUTHORITY INCLUDING FINANCIAL:  

Monitoring Bespoke petty cash.



	MANAGER  RESPONSIBILITIES: 

Bespoke Team members.



	JOB KNOWLEDGE & EXPERIENCE: 

Essential 

· Relevant Management Qualification or equivalent
· Experience working with adults with learning disabilities and complex needs, including autism, mental health needs, and behaviours that challenge.
· Proven experience in a management role
· Ability to lead, manage and support a team of staff and volunteers
· The ability to assess the needs of an individual and the support they require and draw up a plan to meet these needs
· Ability to manage staff performance, supervision, and development.
· Strong leadership and people management skills.
· Ability to adapt to changing priorities and respond proactively to change 
· Ability to motivate, develop, and manage teams effectively.
· Excellent communication skills (written and verbal).
· Enthusiasm to adapt and help out in other services when necessary 
· Evidence of commitment to training and development for yourself and others
· Ability to problem solve on a day to day, hour by hour basis  
· Ability to collect and present information in a clear and concise manner 
· Experience of creating and maintaining professional relationships with a range of stakeholders (e.g. members, carers, staff, social workers, commissioners) 
· Ability to negotiate effectively with/ to advocate for people with learning disabilities 
· Awareness of non-discriminatory practice
· Understanding of the rights and needs of people with learning disabilities and evidence of a commitment to equality 
· Understanding of adult safeguarding.
· High levels of patience, tolerance & empathy when dealing with challenging individuals 
· Ability to work across disciplines and  undertake a variety of tasks 
· Hold a current driving license and have access to own transport  
· Good general education 
· Level of IT skills to fulfil the role requirements
· Ability to work outside of ‘normal’ office hours when required. 


Desirable 
· Experience of delivering (in-house) training 
· knowledge of setting up service level agreements
· Experience of working in-line with CQC regulatory requirements. 
· British sign language 
· Experience of safeguarding adults and managing safeguarding concerns.
· Makaton or Singalong.
· Experience of budget management and resource allocation




The post-holder will be DBS checked at enhanced level 




Head Office: Norwich, U.K., Tel: +44  1603 767438, Fax: +44 1603 767441, E-mail:headoffice@uwg.co.uk
Aberdeen Office: Tel: +44 1224 619300, Fax: +44 1224 619308, E-mail: aberdeen.office@uwg.co.uk
Dubai Office:  Tel: +00 971 (0) 4 883 6162, Fax: +00 971 (0) 4 883 6808, E-Mail: dubai.office@uwg.co.uk	
Houston Office: Tel: 001 713 973 1976, Fax: 001 713 467 0887, E-mail: headoffice@uwg.co.uk
www.uwg.co.ukTHE QUEENS AWARDS FOR
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