Westmeath Community Developments Ltd.

Job Description


Employer:         
Westmeath Community Developments Ltd
The organisation is charged with delivering a range of development programmes including the Rural Development Programme and the Local Development Social Inclusion Programme. 
Job Title:

Manager, Open Door Project

Salary Range:
€41,531 – €47,802 p.a.
Location:
Mullingar. 

Type of position:
Full Time, Fixed Term Contract for 12 months, renewable subject to availability of funding.
Reporting to:             Assistant CEO.

Dimensions:

· Budget of €250,000

· 3 staff members
· Service Provision for 200+ clients’ per annum. 
Main Duties and Responsibilities 

Taking overall responsibility for the implementation and management of the Open Door Project including:

· Organising Staff Work Programmes, Training and Rosters 

· Overseeing the day to day running of the project and the management of its employees. 

· Development and adoption of all policies and procedures relating to the Project.

· Ensuring records, including those of incidents, are maintained on all clients’ accessing the project.

· The Financial Management of the Project.

· Monitoring, Social Auditing and Evaluation for the Project.

· Preparing Grant Applications.

· Liaising with the Management Committee and the Board of Westmeath Community Development. 

· Taking responsibility for human resources management of all employees of the Project.

· The supervision of volunteers.

· Ensuring the provision of One-to-one Counselling Service 

· Developing linkage with all Statutory, Voluntary and Community Organisations. 

· The development of programmes aimed at progressing recovering/stable drug users into employment. 

· Producing reports on a regular basis as required.

· Reporting back to the Midlands Regional Drug Task Force

· Preparation of a template for Personal Progression Plans and ensuring that clients have a plan. 

· Attending multidisciplinary case conferences. 

· Any other duties that may be assigned from time to time. 

Challenges:
· Working at the fringe of society 

· Maintaining and increasing level of funding for project 

· Increasing levels of participants for the project 

· Increasing levels of progression 

Principal Qualifications & Experience:

· A recognised qualification in a relevant discipline. 

· A minimum of 3 years relevant management experience in a related field.

· A working knowledge of statutory, community and voluntary organisations 

Essential (Knowledge/Skills/Experience):
· Computer Literacy

· Ability to demonstrate good report writing capabilities.

· Ability to demonstrate capacity to work independently with own initiative and to display flexibility to work within a multi-sectoral team..

· Availability to work unsocial hours.

Desirable Skills 
· To have knowledge of Health/Social Services

· To have knowledge of the operational procedure of Statutory Agencies and their role in addressing addiction issues.

