BOSTON WOMEN’S AID
JOB DESCRIPTION
BWA MANAGER
Accountable to: - BWA Management Committee through the Chairman

Main Purpose of Job

1. To oversee the running of all of Boston Women’s Aid activities.  This includes the 2 Hostel premises, the main office and all outreach projects. 
2 Management of staff and volunteers.
3. To act as the first point of contact for other agencies
4. To coordinate any future developments and publicity

5.
To supervise and support all staff members through weekly group supervision and 6 weekly individual supervision

Specific Responsibilities


1. Project management

· Ensure all BWA properties are maintained to a high standard including the main office and those rented for outreach.
· Together with the Project/Admin Worker ensure all documentation  such as policies, stationery, leaflets, posters and other administrative forms, is kept updated and is available to staff and residents and authorise replacements where necessary. 
· Together with Project/Admin Worker ensure general correspondence, e-mails , Women’s Aid Federation England (WAFE) correspondence and surveys are all kept up to date

· Ensure all service user data is correct and up to date

· Together with the Project/Admin Worker authorise petty cash and other expenditure such as renewals and replacements. 
· When necessary prepare and maintain contracts and set up details for outreach projects.
· Prepare reports on services /projects as required.
· Oversee complex issues such as housing, and child protection
· Attend ‘in-house’ meetings when necessary and oversee the drawing up and enforcement of house rules 

· Oversee any emergencies/crisis in properties

· Issue written warnings to tenants 
· Attend (with workers) any evictions

· Conduct exit surveys

· Liaise with the Management Committee, provide reports for and attend Management Committee meetings

· Attend and participate in the Development and Staffing Sub Committee

· Together with the Project/Admin Worker ensure compilation and distribution of the Annual Report

2. Staff Management
· Together with Management Committee, organise appointment of new staff, including DBS checks, Job Descriptions/Applications, pre employment declarations, Conditions of Employment records
· Prepare induction programme for new staff and monitor staff during probationary periods 

· Maintenance of staff personnel files - sickness, annual leave, training etc.

· Check and authorise travel claims & timesheets

· Ensure staff support including staff meetings, ensuring staff are aware of new legislation, staff appraisals, and staff supervision

· Organise internal and external training courses as appropriate

· Delegation of work to individual staff 

· Standing in for project workers when necessary to take helpline calls and referrals and deal with day to day problems as they arise
· This includes management of staff for outreach projects, staff and volunteers.
· Oversee training and involvement of volunteers.
     Prepare and maintain Volunteer Application packs 

3. Outside contacts
· Organise/contact external counsellors.
· Attend meetings with Domestic Violence Forums such as Providers and DADG.
· Attend meetings such as Ops in Action, and local Homeless Forum when relevant.
· Network with other outside organisations as appropriate

4.  Publicity and development
· Involvement with current Domestic Violence campaigns (WAFE)

· Promote BWA services to local media
· Main contact for all publicity.

NB:  The post holder has a responsibility to maintain confidentiality, and to keep themselves updated

This job description is subject to annual review and amendment by the Management Committee in conjunction with the post holder
