	HERTFORDSHIRE COUNTY COUNCIL

	CHILDREN, SCHOOLS & FAMILIES

	MODEL JOB DESCRIPTION


TITLE OF JOB
:
CHILDREN’S CENTRE MANAGER
LOCATION
:
CHILDREN’S CENTRE
GRADE:  M2
1. JOB OUTLINE

1 a) REASON JOB EXISTS

· To provide leadership to the development and strategic direction of a wide range of services that will improve the life chances of children aged 0 to 4 in a specified local community.
1 b) DUTIES


· Identify the needs of the local community with particular emphasis on the needs of 
the most vulnerable groups.
· Design and implement plans for the provision and continual improvement of integrated services for children.
· Manage the operational work of the Centre, through both directly employed staff and staff employed by partner agencies.
· Develop and promote community involvement in the Centre and ensure that parents, carers and children are able to contribute to the development of services.
· Monitor and evaluate the effectiveness of the Centre, this to include regular reports to the management committee of the Centre,the HCC policy lead,the DfES and Ofsted
· Promote and represent the Centre as required, this to include presentations to conferences, community and interagency meetings and consultation on future developments.
· Ensure that agreed financial management standards are fully met, including those which relate to commissioning services.
· Ensure that published service standards are met.
1 c) EQUALITIES

· Be aware of and support difference and ensure that children have equality of access to opportunities to learn and develop.
1 d) HEALTH AND SAFETY

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

1 e) CRIMINAL RECORDS BUREAU 

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 f) ADDITIONAL INFORMATION
· The post is full time (52 weeks per year, 37 hours per week) and subject to 
local government conditions of service.
· The post is suitable for job share
· Flexibility in the hours of work will be necessary in order to meet the needs of 
the service.
2. ORGANISATION CHART


This will vary from one project to the next and will depend on the  contribution of each agency to the Centre’s activities.  At one extreme , the postholder may have direct management  responsibility for most of the staff delivering services ; at the other, the postholder may have no direct management responsibility  but instead have accountability for the Centre’s work through commissioning


3. SUPERVISION

This will vary according to the organisational structure
4. JOB CONTEXT

This is a new post in a rapidly developing area of work with children.  There is no formula for the provision of services, and the postholder must be innovative and enterprising in creating links with a wide variety of service providers in the statutory, voluntary and commercial sectors.  Following analysis of the local community’s needs, the postholder is likely to lead the delivery of services which are directly provided or jointly provided or commissioned from external providers.  The location of services will vary and is likely to include outreach work. The postholder will have budget responsibility  for about  £500,000 via direct staff and resource management or commissioning.
5. CONTACTS
· District & Borough Council and health care service managers.
· Owners, managers and trustees of commercial and voluntary sector providers of children’s services.
· School governors and staff.
· Parents and carers (as individuals and through representative groups)
· Children from 3 months old in a wide variety of settings.

6. KNOWLEDGE, EXPERIENCE AND TRAINING

· A relevant professional qualification to NVQ level 4 (or equivalent) or equivalent managerial experience is essential.
· NPQICL qualification is desirable.Applicants without this qualification must be able to demonstrate the ability and willingness to achieve it
· Substantial experience of multi-agency working to develop services for young children and their parents/carers is essential.
· Ability to manage complex projects across the statutory and voluntary sectors is required.
· Substantial knowledge of the aims, objectives and ethos of the Sure Start programme and other national developments of services for under 5s is essential.
· Flexibility, including the willingness to adjust working hours to meet the needs of the Centre, is essential.
· Excellent writing skills, sufficient to produce high quality reports for board-level and political groups, are essential.
· Ability to manage a substantial budget, using appropriate ICT tools, is essential.

· The postholder must be a self-motivator, able to provide leadership with minimal direction.

· A good knowledge of and/or experience in a wide range of children’s service providers is essential.

7. WORKING ENVIRONMENT

Working with very young children in a variety of settings may require clearing up blood and other body fluids, though this will rarely be expected of the manager.
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