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Job Description and Person Specification
Job title:
Engagement Services Project Manager
Reports to:

CEO 
Salary and benefits:
£26,317 FTE  scale 22 
Hours:
15 hpw 
Location:
Exeter based, with flexible/COVID safe working options
Period of Notice:
1 month

Contract:
15 hours Permanent contract plus possible additional hours funding permitting.
Background/context 

Living Options Devon (LOD) is a charity and a company limited by guarantee founded over 30 years ago. Our vision is of a fully informed, accessible and inclusive society in which every individual has the choice and opportunity to achieve their full potential and take part as an equal and valued citizen. 
We exist to ensure people with physical and/or sensory disabilities and Deaf people, using sign language, can make an active and equal contribution in society. Specifically we:

· Encourage people to feel more informed, valued and confident to take part in society through relevant training and support;

· Enable people to identify priorities and develop user-led services;
· Engage people in effective communication with local/national service commissioners and providers; and

· Empower people to raise awareness of what society needs to do to provide equality of opportunity both locally and nationally.

We believe in a fully accessible society where all people can enjoy freedom of choice and equality of opportunity. We operate a culture of open communication, empowerment and development, where individual differences and abilities are respected and people are encouraged to achieve their full potential.


[image: image2.png]



Profile

Manage the daily delivery of a range of Engagement contracts and initiatives in accordance with all legal and contractual obligations to high standards, having regard to relevant good practice.

Provide timely reports and input to Board, Commissioners and funders in conjunction with Living Options Devon Research Lead.
Overall Purpose: 

To work alongside the Devon Engagement Service (DES) Lead to manage and deliver Engagement requests from a range of commissioners and funders including Devon Clinical Commissioning Group (CCG), Devon Partnership Trust (DPT), NHS Charities Together for Devon Consortium etc as requested by the CEO and Research Lead.
Key Tasks 
· To liaise with our Engagement partners and LOD staff to ensure effective and timely delivery of the Devon Engagement contract commissioned by the CCG, DPT, NHS Charities and Together for Devon Consortium.
· In conjunction with the CEO and DES Lead, to liaise with commissioners and Voluntary Sector partners to develop and deliver project plans in response to contractual requirements.
· To gather insight from people with protected characteristics through surveys, service-user forums and 1:1 interviews 
· To line manage allocated Engagement facilitators, Easy Read and administrative support staff to deliver funder requirements.
· To work with the finance team to ensure invoicing takes place accurately and in a timely way.
· To foster positive relationships and to promote the Engagement Service in conjunction with the Marketing and DES Lead’s
· To provide reports and service user information in alternative formats (including Easy Read, Plain English, Audio, Large Print etc) as required for which training and mentoring will be offered if required.
· To share and promote learning through innovative approaches to influence broader system-wide change.
General Duties:

· Attend and participate in regular staff and team meetings.

· Attend appropriate training courses where identified.

· Attend and participate in regular work appraisals and any other support systems as appropriate.  

	Category
	Requirements
	Essential /

Desirable
	Method of Assessment

	Education / Training
	· English/Maths equivalent to GCSE pass

· Training relevant to understanding 
disability issues/disabled people and the barriers to their participation.
· Easy Read, Plain English and other accessible format training
· Research or data collection qualification

	E

D
D

D
	Application Form

Application Form / Interview

	Experience
	· Group facilitation and semi structured interviews
· Working/liaising with disabled and Deaf people

· Working Voluntary Sector and/or public sector Organisations. 

· Writing engagement and management reports
· Management experience
· Working in the NHS/CCG


	         E
         E
         E
        E
        D 

        D

	Application Form /

Interview

	Knowledge


	· Engagement principles and methods
· Consent sharing and confidentiality working knowledge)
· Context/key drivers within Health and Social Care
· Barriers facing people with disabilities
· Easy Read and other accessible formats
· Understanding of H&SC commissioning processes
	E

E

          D
          E

          D

D
      
	Application Form /

Interview



	Skills / Abilities
	· Facilitation skills

· 1:1 Interview skills

· Data analysis
· Report writing skills

· Organisational skills

· Communication skills – verbal and written

· Listening skills and empathic approach

· Self motivation 

· empowerment of others

· supervisory skills

· Administration skills 
· Digital/IT skills
	E

E
D
         E

         E

         E

E

E

E

         D
         E
         E

	Application Form /

Interview

	Other Relevant Factors
	· Flexibility re. working hours

· Commitment to Living Options Devon values and vision

· Commitment to diversity and equal opportunities

· Commitment to quality 

· Commitment to partnership working

· Ability to travel
· Willingness to undertake training relevant to the role (eg Easy Read) 
· Personal experience of disability
· Willingness to increase hours as required
	        E

        E

        E

E

E

E
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	Application Form /

Interview
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