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JOB DESCRIPTION
Job title:

Head of Wellbeing 
Hours:


30 hours per week
Salary:

            Band F £30,451 - £31,364 pro rata
Accountable to: 
Director
Base:


Primarily based in Off the Record (OTR)
Contract:         
Permanent 
Purpose of Job

OTR exists to improve the emotional health and wellbeing of young people. We want every young person in Bath and North East Somerset to be emotionally healthy, confident and empowered in themselves. This role in critical to enabling us achieving our vision.
The role will manage and oversee our Wellbeing focused services. These include all of OTR’s listening support, and counselling services that we provide in the community, schools, college and universities. You’ll have responsibility for working with our external clinical supervisors and together manage OTR’s clinical governance. You’ll line manage the lead counsellors and volunteer networking supervisor, overseeing our staff and volunteer team in delivering the very best possible services for young people.
Working with the Director, you’ll be the main point of contact for our commissioners and funders for the wellbeing work we deliver, whilst also overseeing the quality assurance and development of the services. 

You’ll also be the Designated Safeguarding Lead for OTR, and deputise for the Director when needed.

Main Responsibilities

1. Line management of: three lead counsellors, Volunteer & networking supervisor
2. Contract and commissioner relationship management – working with the Director and Leadership team, making sure we provide timely reporting and regular communication with contract managers and commissioners. Developing relationships to share any learning and improve outcomes for young people.
3. Service evaluation and development – making sure that young people are receiving the best possible quality of support, and capturing feedback and learning to continually develop the support we provide. 
4. Quality assurance – working with team leads, and data from iaptus, whilst embedding methods across our work to make sure we’re delivering on contractual goals and targets.

5. Be the main point of contact for our external clinical supervisors, and overseeing all staff and volunteer working relationships. Coordinating at least two meetings per year with clinical supervisors to check in, share practice and standardise our approaches where necessary.

6. Work with team Leads, Fundraiser and Director on funding proposals and development opportunities for Wellbeing and other related funding and commissioning proposals. As well as increasing the unrestricted income through training and other forms of paid for work.

7. Working with the team Leads to ensure that there is continuity of service provision across the work areas.

8. Working with the Director and service Leads to set and manage the service budgets and expenditure.
9. Promote and coordinate relevant partnerships, representing and collaborating to increase OTR’s presence, and opportunity to increase impact with young people.

10. Working with the Director, to oversee and manage the implementation of OTR’s new organisational strategy.

11. Be the organisational designated safeguarding lead and work with the Director and leads to manage and oversee safeguarding for OTR. 
12. Deputise for the Director when required.
General

1. Contribute to co-operative working across all the services within Off the Record

2. Ensure the effective implementation of the organisation’s policies and overall organisational objectives, including:

a) Following Health & Safety policies and procedures.

b) Following safeguarding policies and procedures are followed in all aspects of the work with children and young people

c) Actively promoting good equal opportunities practices across all aspects of the work and taking positive steps to counter discrimination however and wherever it occurs

3. Participate constructively in supervision and staff development opportunities including training and team building initiatives and contribute to the overall organisational objectives.

4. Promote and enable active involvement of young people in planning, improving and making decisions about OTR services.

5. Ensure effective and accessible communication with staff, service users and the general public, and developing effective professional relationships both internally and with outside agencies.

6. The job description is a general outline of the job duties and responsibilities and may be amended as OTR develops. The post holder maybe required to undertake other additional duties as may be reasonably required from time to time.

7. Actively promoting good equal opportunities practices across all aspects of the work and taking positive steps to counter discrimination however and wherever it occurs

Working environment

The post holder will be based in a shared office with access to meeting rooms, with the ability to work flexibly where appropriate.  
Terms and Conditions

· Leave entitlement:  25 days plus Public Holidays (pro rata), plus bank holidays and two discretionary days, as well as an additional days annual leave for each full year of service
· Office: Off the Record has an office based in Bath.
· Probation:  There is a probation period of 6 months
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PERSON SPECIFICATION
	No.
	Essential Criteria
	Evidence

	
	
Qualifications, experience & knowledge
	A
	I
	E
	D

	1
	Have significant experience of working with and managing counselling and / or therapeutic services.
	x
	x
	x
	

	2
	Knowledge and understanding of needs and issues affecting children and young people.
	x
	x
	x
	

	3
	Experience of leading, managing and supporting the process of safeguarding for/with an organisation, and safeguarding escalations to other agencies.
	x
	x
	
	

	4
	People line management experience.
	x
	x
	x
	

	5
	Experience of managing contracts or commissions, or projects that require reporting and some form of relationship management.
	x
	x
	
	

	6
	Managing multiple projects with competing demands.
	x
	x
	
	

	7
	Experience of managing budgets 
	x
	x
	
	

	
	
	
	
	
	

	
	Skills/ Competencies
	
	
	
	

	8
	Ability to communicate clearly and fluently both verbally and in writing.
	x
	x
	
	

	9
	Excellent listening skills and the ability to communicate assertively with a wide range of people.
	x
	x
	x
	

	10
	Organised, with systems and processes to effectively manage yourself and those in your team.
	x
	x
	
	

	11
	Staying calm under pressure, and being able to formulate a way forward
	x
	x
	x
	

	12
	Ability to lead a team, setting clear goals, coaching and supporting those around you to be their best
	x
	x
	
	

	13
	Skilled with all things digital, being able to navigate and understand databases. 
	x
	x
	
	

	14
	Able to learn from your mistakes and make improvements
	x
	x
	
	

	15
	Believe in our vision and mission
	x
	x
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