MAC-UK

Mini MAC Manager

Job Description

POST:


Mini MAC Manager
CONTRACT: 

12 month Fixed Term with the possibility of extension
ACCOUNTABLE TO: 
CEO

SALARY:

£31,000 pro rata 

HOURS:
37 hours per week to include flexible working necessitating out of hours telephone conversations and out of hours text messaging to young people and may on occasion involve weekends and/or evenings.  Some of these hours must also include attendance at the Mini MAC sessions which currently run between 1pm and 5pm Monday to Friday.

LOCATION:

MAC-UK, 21 Winchester Road, London NW3 3NR

POST REF NO:

MM001

The Mini MAC Manager is a key post in the MAC-UK organisation, reporting to the MAC-UK Senior Manager and working closely with the CEO and taking responsibility for the day to day running of the Mini MAC project and its future development.

1. Main Duties or Key Tasks and Responsibilities
1.1 To be part of the MAC-UK leadership team, being responsible the day to day running and strategic development of the Mini MAC project and supporting fellow leadership team members.
1.2 To provide high level managerial leadership across MAC-UK and the Mini MAC project, working closely with all MAC-UK staff members to support the CEO in ensuring the delivery of highly innovative and adaptive evidence-based care and interventions.  
1.3 To manage and supervise Mini MAC’s Schools’ Outreach Workers and to jointly supervise Mini MAC’s Youth tutors.

1.4 To support the recruitment of new attendees at Mini MAC using MAC-UK’s peer-to-peer referral approach.
1.5 To support the development and training of new Mini MAC tutors and to work using a youth-led model at all times.
1.6 To offer specialist and highly flexible and innovative assessment and intervention to young people and/or refer a young person to other services as appropriate. This may include risk assessment at schools and events, and subsequent risk management.
1.7 To communicate in a skilled and sensitive manner, information regarding students and tutors and to monitor progress during the course of Mini MAC.
1.8 To fundraise for Mini MAC through grants and/or fundraising events
1.9 To work with a ‘Social Enterprise Consultant’ and the CEO on the development of a feasibility study and business plan for Mini MAC with a focus on achieving financial sustainability through revenue generating services within 2 years.

1.10 To contribute in an active way to the network of services for young offenders and to ensure the co-ordination of services provided. This will involve working closely with colleagues from other agencies and in particular those from Community Safety and the police. 

1.11 To maintain appropriate records of work.

1.12 To consider and develop ways in which clinical psychology provision may be used within Mini MAC and to work collaboratively with MAC-UK’s clinical psychologists in this respect.

1.13 To ensure current grants are delivered as described in the funding agreements and to report back to funders on each of the Mini MAC grants.
1.14 To encourage and support youth volunteering at Mini MAC.
2. Research and Service Evaluation
2.1 Contribute to the evaluation, monitoring and development of the operational policies within MAC-UK relevant to young people and to the organisation as a whole.

2.2 To take responsibility for the evaluation of Mini MAC, writing a Mini MAC evaluation plan and aiming towards proof of concept across Mini MAC delivery settings.
2.3 To act as a resource for students and volunteers who conduct research within Mini MAC.
2.4 Undertake development work of research or service nature on Mini MAC.
2.5 Keep abreast of relevant research and practice relating to innovative mental health and youth led interventions in educational and detention settings. 
2.6 To utilise theory, evidence-based literature and research to support evidence based practice in individual work and work with other staff.

2.7 To ensure that Mini MAC is focussed on improving outcomes for all children and are developed to enable children and young people as far as possible to:  



Be Healthy



Stay Safe



Enjoy and Achieve



Make a positive contribution



Achieve economic well being 

3. Teaching, training, and supervision

3.1 The post holder will receive regular supervision from the Senior Manager and, where appropriate, other senior professional colleagues.

3.2 The post holder will receive regular support from a ‘Social Enterprise Consultant’ during at least the first quarter of their appointment.
3.3 To provide expert professional guidance to external youth services and agencies working with young people, including appropriate models of provision which are youth led, evidence-based and needs-led.

3.4 Support staff with the sometimes distressing nature of their work.

3.5 To provide appropriate teaching, training and educational inputs to other professionals and relevant agencies.
3.6    To present the Mini MAC project at national conferences
4. Management, recruitment, policy and service development

4.1 To contribute to the development, evaluation and monitoring of MAC-UK’s operational policies and services, through the deployment of professional skills in research, service evaluation and audit. These policy developments will impact upon the work of other professionals in MAC-UK.

4.2 To manage the workloads of the Mini MAC Outreach Worker and Mini MAC tutors within the framework of the team/service’s policies and procedures. 
4.3 To be involved, as appropriate, in the short listing and interviewing of new MAC-UK staff.
4.4 To advise the CEO on those aspects of Mini MAC where organisational matters need addressing.
5. General

5.1 To contribute to the development and maintenance of the highest professional standards of practice, through active participation in internal and external CPD training and development programmes, in consultation with the CEO

5.2 To contribute to the development and articulation of best practice across the service, by continuing to develop the skills of a reflexive and reflective scientist practitioner, taking part in regular professional supervision and appraisal and maintaining an active engagement with current developments in the field of clinical psychology and related disciplines. 

5.3 To maintain up to date knowledge of legislation, national and local policies and issues in relation to both the specific client group and mental health.

5.4 To attend MAC-UK team meetings and morning meetings 
6. Additional Responsibilities

7.1 As a professional person, the post holder will abide by the legal requirements and statutory rules relating to practice, maintaining the confidentiality of children, young people and their families/carers at all times.  He/she will maintain standards of conduct and dress to sustain public confidence, in accordance with the relevant Codes of Professional Conduct and policies, including Terms & Conditions of Employment and records of periodic registration.

7. Training and Development
7.1  All staff must take part in induction/orientation processes offered and attend ongoing training as necessary.

8.    Management of Staff

8.1 To manage staff working in accordance with the MAC-UK staff handbook and all MAC-UK policies and procedures  

9. Probationary Period

9.1 This post is subject to the requirements of a six month probationary scheme 

10. Confidentiality

10.1
All information concerning young people and staff must be treated as strictly confidential at all times.

11. Valuing Diversity

11.1 It is the aim of MAC-UK to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, sexual orientation, marital/partnership status, race, religion, age, creed, colour, ethnic origin, disability, part time working status and real or suspected HIV/AIDS status and is not placed at a disadvantage by conditions or requirements which cannot be shown to be justifiable.  To this end MAC-UK has a Valuing Diversity in the Workplace Policy and it is for each employee to contribute to its success.

12. Health and Safety

12.1. Employees must be aware of the responsibilities placed on them under the Health and Safety at Work Act (1974), and to ensure that agreed safety procedures are carried out to maintain a safe environment for employees, patients and visitors.

13. Risk Management

13.1. All MAC-UK employees are accountable, through the terms and conditions of their employment, professional regulations, clinical governance and statutory health and safety regulations, and are responsible for reporting incidents, being aware of the risk management strategy and emergency procedures and attendance at training as required.

13.2. All staff have a responsibility to manage risk within their sphere of responsibility.  It is a statutory duty to take reasonable care of their own safety and the safety of others who may be affected by acts or omissions.

13.3. All managers through out the organisation have a responsibility to ensure that policies and procedures are followed and that staff receive appropriate training.

14. Review of this Job Description

14.1. This job description is intended as an outline indicator of general areas of activity and will be amended in the light of the changing needs of the organisation.  To be reviewed in conjunction with the postholder on an annual basis.

CRB Check

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Criminal Records Bureau to check for any previous criminal convictions
