Job description

Job title:

Service Delivery Manager  
Function:
           Young Witness Service - Sussex
Reporting to:
Senior Service Delivery Manager – Young Witness Service 
Responsible for:
Service Delivery Assistant 1-2 FTEs:  Volunteers (20-40)
____________________________________________________________________

1. Purpose of the job:
· To ensure funding is in place and develop an enhanced service delivered to children and young people who have been called to give evidence in court.
· The post holder will promote Victim Support services, identify and obtain local funding, and assist with negotiation of local agreements for joint partnership work, making sure that children and young people affected by crime are provided with the highest standard of support. 
2. Main duties:
· Produce progress reports as required to make sure that accurate information is communicated to Senior Manager and the Young Witness multi- agency development group
· Develop and manage local partnerships ensuring:

1) promotion of Victim Support and the rights and needs of victims and witnesses

2) enhancement of referral pathway and funding opportunities 

· To establish working partnerships with court staff and other relevant Criminal Justice Agencies such as Sussex Police, Crown Prosecution Service, Social Services,  Health and Child focused agencies
· Delivering a service and working directly with clients or service users in a statutory, voluntary or community work setting 
· Develop and monitor referral procedure to ensure all young victims/witnesses have appropriate access to the service
· To provide direct services to children, young people and their families in preparing them for the experience of giving evidence and attending court
· To recruit, develop and support a team of volunteers in accordance with Victim Support policies and procedures
· Secure funding to sustain the service
· Ensure that practices are flexible enough to be able to change to reflect current legislation
· Be a local and national voice for children and young people who attend court as witnesses
3. Generic responsibilities:
· Ensure all duties are carried out in a manner which promotes Victim Support’s Equality, Diversity and Inclusion Policies

· Promote a health and safety culture within the workplace, observing all health and safety rules and procedures and attend training courses as required

· Ensure that essential information of a sensitive or personal nature is not disclosed to or discussed with inappropriate persons in accordance with the Data Protection Act 2003 and Victim Support’s Data Protection Policies
· Manage personal resources and own professional development

· Undertake other duties, commensurate with the post, as required

4. Travel requirements:
· There will be a regular requirement for travel
5. Unsocial hours requirement:
· There may be an occasional need to work outside core hours to meet the demands of the role and to support volunteers.  This is expected to be taken within flexible working arrangements
This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.
Person specification

Job Title:    Service Delivery Manager  
Function:    Young Witness Service - Sussex
____________________________________________________________________

Knowledge and Experience:

· The successful candidate will be required to provide a tailored one-to-one support package to vulnerable children and young people who are victims or witnesses of crime who are required to give evidence in a Criminal Court within Sussex
· Experience of voluntary and statutory agencies including relevant professional roles, particularly within the Criminal Justice System, Health and Social Care Sectors, Children’s Services
· Delivering a service and working directly with clients or service users in a statutory, voluntary or community work setting
· Understanding and knowledge of the requirement for confidentiality and safe working practice and maintenance of files in accordance with the Data Protection Act and other legal requirements
· Experience of safeguarding issues and legislation
Skills and Abilities:
· Good communication skills essential
· Knowledge of delivering training modules (desirable)
· Knowledge of recruitment and interviewing processes (desirable)

· Understanding of how crime might impact on children and young people
· Ability to work without direct supervision, prioritise work and deal with competing or conflicting demands, needs and interests in an organised and methodical manner
· Ability to manage, value, and  provide support and guidance to a team of volunteers with a strong client service focus
· Ability to communicate sensitively and effectively both verbally and in writing with a wide range of people
· Ability to demonstrate empathy and understanding to children, young people and their families
· Gather, monitor and analyse key performance indicators/statistics
· Use generic IT applications such as email, excel, management systems, power point
· Ability to promote the work of Victim Support
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