LONDON BOROUGH OF LEWISHAM

JOB DESCRIPTION

	As at
	August 2008
	Prepared by:   
	Ann McDermott


	Department: 
	Community Services
	Name:
	
	Post No.
	

	Division:
	Crime Reduction
	Designation: 
	Operational Manager


	Grade:

 PO6
	

	
	
	
	
	
	

	Group: 
	YOS
	Reports to:
	YOS Manager
	Post No:
	

	Section:
	
	Designation:
	
	Grade:
	

	Sub-section:
	
	
	
	
	

	MAIN PURPOSE OF THE JOB
· The prevention and reduction of youth crime by ensuring the aims and objectives contained within Lewisham’s annual Youth Justice Plan and Crime and Disorder Strategy are met by the members of the multi-agency Youth Offending Service (YOS).

· Alongside their colleague Operational Managers to deputise for the YOS Manager in the management of the service.

· To hold responsibility for specific operational functions of the Youth Offending Service, ensuring adherence to all statutory requirements and other guidance.

· Ensure that services to prevent and reduce offending are delivered efficiently and effectively within the allocated resources.

· Ensure close regard is given to the provision of services to meet the diverse needs of offenders, victims of crime and the community at large.

· Through close collaboration with colleagues and partner agencies to assist in the development, implementation and/or monitoring of commissioned services providing both statutory and preventative services.



	SUMMARY OF RESPONSIBILITY AND PERSONAL DUTIES:  

Activities to influence strategic planning

1. To represent the YOS at inter-agency planning groups and meetings, ensuring adequate onward communication within colleague managers and the team.

2. To contribute to the development and implementation of guidance and legislation.

3. To contribute to Best Value Reviews, National and Local inspections.
4. To contribute to the development of partnership within the team and with external agencies.
5. To contribute to the production of the annual Youth Justice Plan and Crime and Disorder Strategy and highlighting the team’s contributions to the planning and achievement of crime reduction targets for partner agencies.
6. To carry out the duties of the post with regard to the Authority’s policy on equal opportunities in service delivery and the recruitment and development of staff.
7. To prepare reports for Management Groups and committees and to attend as required.
8. To assist in the contracting process including the development of specifications and contract monitoring.
Operational and management responsibilities

1. To develop consistent systems for the operational management of the YOS.

2. lead and manage a proportion of YOS staff promoting the highest standards of practice in work with young offenders.

3. To have development and operational responsibility for a number of functional themes within the team.  This will require close co-operation with the other YOS Operational Managers.

4. To adhere to the Directorate’s supervision policy and to monitor compliance and quality.  This will necessitate links with liaison managers in partner agencies to ensure that professional standards in all disciplines are being maintained.

5. To ensure that the training and development needs of staff are identified through the employee development/appraisal processes and that the training plan in the annual Youth Justice Plan reflects these needs.

6. To ensure staff are motivated, encouraged and supported to contribute to the development of a quality service.

7. To ensure the effective management of all aspects of the recruitment and selection process, on behalf of the YOS Manager to recruit and select staff for the team or other units having proper regard to the Council’s equal opportunity policy.

8. To hold overall responsibility for the health and safety of staff and ensure compliance with statutory and council health and safety guidelines.  This will include ensuring staff safety is given significant priority and that leadership is provided in ensuring staff take responsibility for their own and others safety.

9. To collaborate with the Operational Managers in the YOS to ensure effective throughput, work allocation, ensuring staff are deployed effectively and flexibly to meet the needs of the Division.

10. To collaborate with YOS’s in neighbouring boroughs in the monitoring and development of joint projects to reduce crime.

11. To ensure adequate staff cover for the YOS at all times, by monitoring annual leave requests.  Providing, with the other Operational Managers, reports to the YOS Manager which show leave cover arrangements and approving leave once this has occurred.

12. To be accountable for the full range of tasks undertaken by frontline team members within your line management.

13. To provide cover for other Operational Managers.  

Practice and audit responsibilities

1.    To ensure that systems are in place for the allocation, review, audit and closure of 

       cases.

2.  To ensure adherence to legislation, guidance, procedures and policy by those under line 

management and across the work of the team.

3.  To develop audit processes for monitoring the performance of the team against the targets in

The Youth Justice Plan and any other set corporately or nationally.

4.    To ensure effective systems are in place to monitor individuals and team performance the 

       against minimum National Standards and performance targets in team plans.

5.    To ensure complaints are responded to appropriately in compliance with the team and 

       directorates procedures.

6. To take responsibility as Duty Manager for the team as per rota.

7. To Chair as appropriate single and inter-agency meetings with, and about, young offenders.

8. To manage capability, disciplinary and grievance procedures as required.

Performance management

1.    To ensure all appropriate data is entered onto the team’s database and that all staff within 

       the post holders line management develop familiarity with the use of the system and enter  

       data directly.

2. Using the computerised database to interpret management information to analyse the individual’s and team’s performance against corporate and national standards, indicators and targets.

3. To collect management information for the monthly and annual analysis of performance of both team and line management activities. 

Budgetary responsibilities

1.    To effectively manage and control the budget allocation for the areas of activity under  your 

             sole responsibility, or impacting across the team.

      2.    To provide regular budget reports that alert the YOS Manager of any predicted budget under.

             spend or pressure

      3.    To ensure that any restrictions to spend such as moratoria are strictly adhered to.

4. To take responsibility for authorisation of expenditure to the authorised level.

5. Issuing and handling petty cash and recording the transactions within financial regulations and procedures.

Other duties

1.    To undertake any other duties commensurate with the grade. 

Contacts

             Other Operational Managers in the team and service

             Other Service Unit, Operational and Team Managers in the Directorate

             Other Agencies – Health, Connexions, Probation, Police, Courts, Youth Justice Board

             Other Operational Managers in other Directorates

             Other Authorities’ Youth Offending Teams



	Grade and number of immediate subordinate job holder:
	
	Signature of Post Holder:



	Total current establishment in the department, division, group or section etc supervised by job holder (excluding job holder):
	
	Signature of Immediate superior officer:



	
	
	Signature by or on behalf of Chief Officer:




LEWISHAM COMMUNITY SERVICES
PERSON SPECIFICATION

JOB TITLE:


YOS Operational Manager  


POST NO:
DEPARTMENT:

Crime Reduction Service


           GRADE: PO6
The Persons Specification is a picture of skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked “S” will be used especially for the purposes of shortlisting.  Only those applicants who meet these requirements will be shortlisted.  You should therefore, address them fully in your application form.

Category







Essential Requirements 

Job Related Knowledge, Aptitude and Skills







Knowledge:

· Of the Children Act 1989 and detailed knowledge of current 


S

criminal justice legislation, including Crime and Disorder Act 1998

· Of the causes of crime, and the effective methods of reducing


S

Offending behaviour (evidence-based practice). 

· Of issues faced by families from minority ethnic communities 


S

or other minority groups.

· Of the wider context of the provision of criminal justice services 


S
for young offenders

· Of financial systems and controls

Experience:

· Of financial management.







S
· Of audit and performance management





S
· Of using Information Technology, including youth offending 


information databases or similar






S
· Recent experience of youth justice work and/or related activity with

S 

children and young people.

· Of working within an interagency environment and/or context.


S

· Supervision of others and the development of staff and services.

S

· Of one or more of the following services: Early Intervention/Court/


Community Supervision

Competencies:

· The ability to build strong working relationships in a team and with 



others, within and outside the Directorate, including service users, 


the aim to collectively achieve service objectives.


· The ability to apply perspectives and research to the provision of 



services for young offenders and their victims.

· The ability to take decisive action based on the options that re available, 


so those service objectives are successfully achieved.

· The ability to generate viable action plans, putting them into operation 



and then monitoring progress to ensure objectives are achieved.

· The ability to seek ways of improving services or working practices 



and to respond enthusiastically to implement changes that are introduced 


by others.

· The ability to communicate effectively in written and presentational 

S


formats producing clear and cogent reports, documents and plans.

· The ability to focus on objectives and delivering outcomes that meet or 


exceed service expectations.

General Education:

· An appropriate professional qualification recognised by the partner 


Agencies: Social Services, Education, Health, Police or Probation, 
e.g. Diploma in Social Work or equivalent. 






S
Personal Qualities:

· Flexible, self-motivated, excellent communication skills.


Physical:

· Generally must meet LBL requirements for the post.

Equal Opportunities:


· Commitment to implement the Council’s Equal Opportunity Policies


· Demonstrate personal and professional commitment to equality of 

S
opportunity in employment, and anti-discriminatory practice in 

service provision

If you are a disabled person, but you are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.
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