Carers Centre Manager
Carers Milton Keynes

Job Description
Responsible to:  
Chief Executive (Carers Bucks & Carers Milton Keynes)
Responsible for:
The Adult Carers’ team and service, and the day-to-day activities of the carers centre

Salary:




£33,000 pa pro-rata (i.e. £26,400)
Hours:




30 hours per week (flexible hours)
Primary place of employment: 
Carers Milton Keynes, The David Baxter Centre, MK9 2DP
Primary Purpose:

To manage the Adult Carers’ team and service and to seek development opportunities that will support carers in Milton Keynes.  To manage the day-to-day activities of the Milton Keynes Carers Centre including the support for the Young Carers team.  To be an active member of the management team of Carers Bucks and Carers Milton Keynes.
Main Duties and Responsibilities:

1.  To manage the Adult Carers’ Support Team in Milton Keynes:

· Ensure that carer referrals are dealt with effectively and that carers receive timely and appropriate support both individually and in groups
· Ensure that there is a high quality training programme for carers
· Provide regular support and supervision to Adult Carers’ Support Team members and the Administrator/Receptionist
· Manage the day-to-day work of the Adult Carers’ Support Team
· Develop a network of volunteers to support carers
· Ensure that you are up to date with local and national developments for carers and in particular what services are available locally
2.  To develop support for Carers:

· Raise awareness, and provide information and training on carers’ issues among social and health care professionals
· Network and seek out development and funding opportunities that will support carers and Carers Milton Keynes
· Work with Carers Bucks staff to develop communications strategies that will raise the profile of carers and carers issues in Milton Keynes and Buckinghamshire
3.  Contract compliance

· Ensure that Carers Milton Keynes meets targets and standards set out in contracts that the charity has with the Local Authority and other bodies

· Ensure that Carers Milton Keynes has monitoring systems in place that enable the charity to demonstrate the outputs and outcomes of the service 
4.  General

· Co-ordinate carer involvement in relation to local strategies and programmes
· Produce reports for the Trustee Board and funding bodies as required
· Provide advice to Chief Executive and other staff on current matters affecting Carers Milton 
Keynes
· Ensure compliance with Carers Milton Keynes and Carers Bucks financial management 
procedures
· Liaise with the landlord’s representative on minor repairs and alterations to office accommodation
· Attend Senior Management team meetings and other events for Carers Milton Keynes and Carers Bucks as reasonably required
· Represent the Chief Executive at policy, review and monitoring meetings as appropriate
· To maintain a good understanding of the work of the whole organisation, supporting staff and providing leadership 
· Actively participate in joint activities such as the AGM, National Carers Week, open days and other promotional activities
· Contribute to and take part in continuing professional development for Carers Milton Keynes and Carers Bucks staff
· Contribute towards the development of the centre’s resource library for carers
· Represent Carers Milton Keynes at events and conferences
· Any other duties as reasonably required by Carers Bucks and Carers Milton Keynes
Person Specification – Centre Manager, Carers Milton Keynes
E = Essential

D = Desirable 
Ability to lead and inspire trust and confidence






E
At least two years senior management experience





E

Excellent communication skills both verbal and written





E

Working knowledge of legislation relating to carers





E

Knowledge of national developments for carers






E

Knowledge of local developments for carers






D

Good level of skill with MS Office applications






E

A commitment to equal opportunities and ability to implements relevant policies

E

Ability to represent Carers Milton Keynes in dealings with high level stakeholders

E

Ability to find and exploit development and funding opportunities



E

Access to / use of own vehicle








E

Experience of developing communication strategies





D

