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DLDC - Job Description

ACTING MANAGER (INDIVIDUAL SUPPORTS) - Interim
	 Job Title:
	Acting Manager  (Individual Supports) - Interim

	Reporting To:
	CEO – Operations
HR - People

	Employer:
	Donegal Local Development CLG (DLDC)

	Main Purpose of Role:
	The Acting Individual Supports Manager will play a central and key role in the 

planning, implementation, administration and management of Clients Supports in 

the Company. The role ensures a coordinated approach for Clients Supports, with 

the main focus being the delivery of Goal 2 in both SICAP Programmes, and 

delivery of associated programmes which are Job Club, Traveller Coach, CoH-Sync 

and the Refugee Resettlement Programme.    

	Salary
	 €50,000 per annum based on full-time working.

	Conditions of Work:
	· The Acting Manager will be required to work 35 hours a week.
· This role may be performed remotely during the current pandemic.
· Performance in role will be discussed throughout the period of cover.
· This is a contract of a continuing nature, initially for 3 months and may be extended subject to continual operational cover requirements within the IS Department.

	Main Duties

You will be required to...

	1
	Strategic Planning and implementation 

· Provide strategic leadership and vision for your team, Clients Supports and associated projects, ensuring sound management of all operational activities and ensuring that all actions accord with the relevant annual plans.



	2
	Management and Supervision of Staff

· Manage a team of 3 direct reports, each managing a team – L.E.E. (Learning, Employment, Enterprise) Manager, CoH-Sync Manager and Refugee Resettlement Manager.

· Carry out regular team meetings both with the whole team and with project teams as appropriate.  

· Provide regular line management support and supervision sessions with your management team.
· Work with HR Manager on any People and Culture matters including eg recruitment.
· Ensure that all Department team members and associated project staff are clear about the appropriate policies and practice guidelines relevant to the work. 

· Work with HR and Finance to ensure that proper records, for example, of staff sick leave, time in lieu and holidays, are recorded and in order.



	3
	Provision of Support to Staff in Carrying Out their Duties

· Plan, manage and monitor the activities of staff in accordance with DLDC programme of Activities and relevant annual work plans.

· Ensure that staff are provided with relevant directives and recommendations from the CEO and the Board of Management.

	4
	Financial Management

· Have oversight of all the budgets of the Department Programmes and ensure that spend is occurring in line with the annual work plans.

· Ensure that all relevant staff are aware of the finances within their projects.

· Work with the Finance Manager and associated project staff to ensure that all spending is reported on appropriately.



	5
	Report Writing, Monitoring and Evaluation

· Work with the staff and the CEO to ensure that appropriate monitoring and evaluation mechanisms are in place in order to gauge the effectiveness of the work of SICAP and associated Programmes.

· Ensure that all quarterly reports are provided to the relevant funders such as Pobal, Local Link, ETB, HSE, Interreg etc,

· Management and oversight of the Pobal IRIS monitoring system.



	6
	Reporting to the Board of DLDC

· Attend DLDC Board meetings when requested and provide reports, both written and verbal, on progress of SICAP and associated programmes as requested.



	7
	Involvement with Other DLDC Departments, Programmes and DLDC Working Groups

· Work as part of a team within DLDC and ensure the integration and co-ordination of the work into the other programmes, initiatives and staff of DLDC.



	8
	Interagency Work

· Represent DLDC on the Clients Supports and Social Inclusion related subgroups and any other external structures as instructed by the CEO.

· Support the involvement of other staff and Board members on relevant committees and networks.

· Ensure that good working relationships are maintained with all relevant agencies and groups.  


	9
	Policy, Networking and Funding

· Keep up to date with national policies and their potential impact on the SICAP and associated projects.

· Keep up to date with relevant regional and national developments through networking as appropriate.

· Ensure that documentation and files are maintained for the use of the Finance and Administration and for inspection by the Company Auditors, LCDC, Pobal and other relevant monitoring bodies.

· CEO responsible for funding identification but expectation to work with CEO re overall departmental picture – current and future. 

· To participate in both internal and external working groups, management groups, committees, teams, networks etc.  as are relevant to the IS Department/DLDC.

	10
	This list of job duties is not exhaustive and may be amended in order that all role duties are fulfilled. 



	  Core Competencies
	Essential 

	1
	Interpersonal
	You will be required to demonstrate how you have managed a team across defined KPIs to include performance delivery, and ideally against a defined budget.


	2
	Influencing/Self- Motivation

	You will be required to demonstrate developed, effective and efficient liaison skills across multiple stakeholders.  You will be  a strong influencer, motivator and inspire trust with all involved.


	3
	Project Management Skills


	You will have experience in managing/delivering multiple projects  to successful outcomes including stakeholder reporting covering, activity and financial evaluation, providing project plans, using advanced MS Office/IT skills.

	4
	Leadership
	You will be able to demonstrate people management experience against measured performance objectives.  You will have experience of successful outcome ended projects arising out of matured community and organisational relationships.

	5
	Communication
	You will have experience of forming good working relationships with organisations and communities, combined with excellent written and verbal communication and listening skills.  You will be confidential by nature.

	6
	Problem Solving
	Ability to analyse, to solve problems, to contribute to strategic planning, to recognise potential problems for the Department team staff and to develop strategies to address these problems.  

	7
	Skills/Experience - ESSENTIAL
	· Must have people management experience of a minimum of 2 years, reporting to CEO level.

· Must have strong operational acumen in understanding and delivering against defined budgets.
· A proven track record to manage and deliver programmes and projects
· Awareness of equality, employability, enterprise, social inclusion and anti-poverty principles. 
· Strong group facilitation skills 

· You will be required to be a self-starter with good financial, and administration skills. 
· Proficient knowledge of Microsoft Office suite of programs particularly Word, Excel and PowerPoint.
· Experience of inter-agency liaison.

	8
	‘Other’
	You must hold a clean, current driving license.

	  Core Competencies
	Desirable

	· Senior management level experience in a similar/same organisation.
· External experience on community based committees/boards et al.

· A recognised Third Level qualification in Clients Supports/ Community Development / Social Inclusion / Youth and Anti-Poverty areas. 

· A minimum of three years’ experience of Community Development
· Knowledge of department Reporting System IRIS and/or other bespoke governmental reporting systems.



Donegal Local Development CLG is committed to a Policy of Equal Opportunity. Canvassing will disqualify.
Date of Job Desc/Spec issue:     25/03/2021

Isobel McWilliams

HR/Operations Manager

On behalf of DLDC 
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