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Serenity Cafe Development Manager
Job Description

About this role
As the Serenity Cafe prepares to move to permanent premises this is a great opportunity for a creative and energetic person to join our team. We are making the transition from a  'virtual'  hub for recovery that has been running sucessfully for two years, to one which will offer the following:
· 7 days a week accessible focal point for people in recovery

· Cafe providing quality food as a social enterprise

· Recovery groups, activities and programmes for personal development and learning.

This post will help the recovery movement in Edinburgh to realise its vision of a centre for social connections and peer support from which to run its already successful ‘cafe club nights’ and provide a base from which to nurture the talent and potential of people in recovery.  

The Development Manager post is funded initially for one year, offering the post holder the opportunity to help the Serenity Café steering group turn their dreams to reality. The post offers diverse challenges at a time of excitement and high expectation, in which the post holder will create solutions to the immediate challenges of working with volunteers during this phase of Serenity Café development, whilst establishing ways of working which ensure long term sustainability.
The Development Manager will operate as a member of the Comas team, in which learning and peer support programmes to support the personal development of people in recovery will complement Serenity Café development. The Development Manager will also lead a small staff resource of part-time and sessional workers dedicated to the Serenity Café, who support the volunteers who are at the heart of Serenity Café’s future.
Terms and Conditions

Role: Serenity Cafe Development Manager
Hours: 37
Term:  One year initially. Fundraising is ongoing to secure this post for a longer term.
Pattern of working: flexible, but will include evenings and some weekends, shared with other team members.
Location: City Centre
Rate of pay: £28,680
Appointment: subject to completing a satisfactory probationary period of four months
Reporting / Support: Ruth Campbell will manage the post on behalf of Comas, the formal employer. However project steering groups may guide the direction of specific areas of work.

Background

The Serenity Cafe has attracted attention from all over the UK for its approach to developing a recovery community.  Our work has developed through monthly cafe-club nights which have attracted people in recovery to social events; but it has grown to include a weekly women’s group, a football team, sports networks, a weekly drama group and arts groups. Comas is also developing recovery coaching, and Circles of Care for people in crisis or transition.

We are committed to enabling people in recovery to work in formal roles within the Serenity Cafe, primarily through volunteering but also in trainee roles and, where possible, creating progression routes for people in recovery towards employment in community development and other sectors, including café/catering. Comas is also interested in micro-enterprise for individuals as a stage in their journey towards employment or as a solution to the needs of people with complex and variable conditions.
Comas is a small voluntary organisation which is initiating the Serenity Cafe with a view to enabling the current steering group to form a committee or Board, to fully take over the cafe when it is well established. For the time being, Comas will be the formal employer of any employees working with the Serenity Cafe. Comas’ office will be situated within the Serenity Café for its first phase of development and the Chief Officer will work closely with the Development Manager to continue to secure investment and develop the initiative.

Tasks
Tasks will be agreed on a quarterly basis according to the Serenity Cafe’s needs, within the Comas workplanning cycle. The range of tasks includes:
Developing projects / programmes of work within the Serenity Café (40%)
· Identifying the needs of people in recovery and working with the Chief Officer and the Steering Group to set development priorities, attract resources and manage implementation
· Managing the implementation, monitoring and reporting of small grants which contribute to the programme 

· Engaging stakeholders in discussion and developing collaborations and partnerships where appropriate

· Designing approaches which create the desired outcomes and social impact for people in recovery
· Modelling excellent practice in engaging people in recovery and encouraging their development and leadership of projects, as well as their personal learning and development

· Providing leadership for other team members engaged on projects

· Thinking strategically about direction, exit, dissemination or sustainability of projects

Managing staff/volunteers (30%)
· Developing the time-banking concept within the Serenity Café to ensure a sustainable and developmental approach to enabling the café to be sustained through volunteering

· Supervising staff, including trainees/apprentices; supervising volunteers or overseeing their supervision by sessional staff

· Monitoring staff work planning and review; monitoring volunteer planning and review

· Assisting staff and volunteers to learn and develop

· Building a positive team culture

· Developing job descriptions and performance management indicators for new staff and volunteers

· Using the Comas performance management framework with staff

· Contributing to Comas’ development of human resources approaches

· Recruiting staff and volunteers, and using disciplinary procedures where necessary

· Leading action learning processes involving staff in reflection and solution-focused approaches

Managing Serenity Cafe development (30%)
· Contributing to the development of policies and approaches to build Serenity Café as a viable organisation

· Developing income generating activities and managing the business development of the Café enterprise
· Supporting fundraising activities and engaging volunteers in contributing to the sustainability of the Serenity Cafe
· Contributing to strategic planning, business planning, reviews and generation of new ideas

· Using Comas systems for finance and administration effectively, and contributing to the ongoing development of these

We recognise this post has wide ranging challenges and responsibility. Comas Chief Executive will support the post-holder to strengthen the team and the resources available to make this initiative successful and sustainable.
Skills and experience – essential

· Management skills

· Experience of leadership within a similar environment

· Knowledge and understanding of the experience of recovery from addiction

· Knowledge and understanding of enterprise, profit and loss, cash flow

· Excellent skills and experience in community development

· Experience of supporting and empowering vulnerable people

· Experience of encouraging, negotiating, supporting and challenging others in groups and individually, including professionals, policy makers, colleagues and beneficiaries

· Track record of innovating and influencing change

· Strong skills in writing and developing written materials for a range of audiences and abilities

· Effective communicator with well honed coaching and people skills, good presentation skills
· High level of self-organisation, able to plan work, and report what has been achieved, and motivated to get results

· Able to function well in an office environment, carrying out the recording and procedures required and working to agreed policies of the organisation
· Proficient on computers: use of social media, Word, Excel, email and internet
· Understanding of social exclusion and commitment to social change
Skills and experience – desirable

· Driver (with full license)
· Training or teaching experience – assessor/verifier status
· Research or action research experience

· Experience of developing monitoring and evaluation processes for new projects

· Reflective practitioner
Working with Comas

Comas is a small voluntary organisation which has a dynamic and diverse programme of activities supported by a range of short term funding arrangements and our own income generation.  

Our work as a community development agency requires staff to be committed to contributing their skills to furthering the development of the organisation as a whole, as well as taking forward specific projects and pieces of work as our funding and associated targets demand.  This flexible allocation of work to team members is based on some common working principles:

· Commitment to continuing professional development, reading and research to maintain up to date knowledge and analysis of social issues and responses to them

· Using an action learning approach to ensure continuous development and improvement

· Taking on challenging and complex pieces of work with the ability to think creatively and bring new perspectives

· Using community development principles to ensure individals and groups are empowered to develop, learn and create connections with others throughout the different strands of our work

· Sharing responsibility for the development of Comas as a whole, helping to establish our reputation for innovation and excellence, and contributing to our long term sustainability.

Work context

Comas is a small organisation with basic IT equipment and limited space.  We are developing our procedures and systems as they are required.  You must feel confident to participate in the whole organisation as a co-operative team member, willing to share responsibility for how we develop as an organisation.  

Comas uses a workplanning and review process to manage staff performance. After an initial induction period you will be expected to operate as a fully responsible member of the team.  You will initially be working a probationary period of four months. Satisfactory performance is assessed against the Comas performance management criteria for this post, and a 360 review process.
Comas terms and conditions are basic and limited to what we can afford as a new organisation with no reserves and fluctuating core funding.  We want to work with staff to enable Comas to be a great place to work and a good employer, but this is a team effort and relies on shared commitment to our values and social purpose as the primary goal which ultimately ensures our overall sustainability.  

We are committed to supporting staff development and training in any way we can, as resources allow or in creative ways without resources. This is a shared endeavour in which staff share skills with others as well as taking responsibility for reading and researching for their learning as well as attending courses and events.

Application process

By application form, attached

Closing date 23rd November 2011
Interviews week beginning 28th November

Interview panel will comprise Serenity Café steering group and Comas staff

The interview will consist of a presentation prepared in advance on a given topic, practical tasks during the interview and a panel interview.
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APPLICATION FORM

Please email the application form to ruth@comas.org.uk before 5pm Wednesday 23rd November. Please detach from the preceding information before sending.

	Please specify the post you are applying for

JOB TITLE:



	Name:

Address:


Tel No:


	Name/Position/Address/Tel No. of two referees
Please provide the name of your current employer as your primary referee. If not possible please provide details of your most recent employer as one referee. Referees will not be contacted prior to interview

	Referee 1 
	Referee 2



	When are you able to take up this appointment?



	I confirm that the information given is true and correct (emailed applications can be signed at  interview if you are invited to that stage)

SIGNED:


                            DATE:
 



Please note that for this role, we require an enhanced disclosure check. If you want to discuss this informally and without prejudice to your application, contact Ruth Campbell (contact details on job description).
This front page, and the Equal Opportunities Monitoring Form will be removed for the shortlisting process. 
	A.
EDUCATION, TRAINING AND PROFESSIONAL QUALIFICATIONS

	1.
School/College/University/other training provider

	Courses and Qualifications obtained

	

	2.
Other training courses 

	

	
	

	B.
EMPLOYMENT / VOLUNTEERING HISTORY

	1.
Present Position – work / volunteering

	Dates 

(from / to)
	Employer’s Name and Address
	Position

Brief description of role/responsibilities

	
	
	

	2.
Previous Positions – work / volunteering (add more rows if necessary)

	Dates
(from/to)
	Employer’s Name and Address
	Position

Brief description of role
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Create more rows if necessary

	


	C.
Please tell us how your skills and experience match the essential and desirable criteria in the job description, providing clear examples of past experience which evidence your suitability for the post (please keep the length to 2 A4 pages maximum).

	This box will expand as you type


	D.
Please tell us about why you are applying for this post and what you think you could bring to this role and to the Serenity Cafe (please keep the length to 1 A4 pages maximum).

	This box will expand as you type




MONITORING FORM
Comas is an Equal Opportunities employer.  All applications will receive equal treatment irrespective of their sex, marital status, disability, race, ethnic origin, age, religious belief, and trade union activity or whether they are lesbian or gay. The information requested below is for MONITORING purposes only to assist Comas in the implementation of its Equal Opportunities Policy.

The questionnaire is purely VOLUNTARY.  Any information you choose to provide will be kept in strictest confidence and will not be seen by anyone involved in the selection procedure.

	Gender
	Male
	Female
	Transgender

	How would you describe your ethnic origin?
	White
	African
	Caribbean 

	
	Indian
	Pakistani
	Bangladeshi

	
	Chinese
	Gypsy/Traveller
	Mixed race

	
	Other (please specify

	How would you describe your religious beliefs?
	Muslim
	Hindu
	Sikh

	
	Christian
	Jewish
	Buddhist

	
	Other (please specify)

	Age
	16-25
	26-30
	31-35

	
	36-40
	41-45
	46-50

	
	51-55
	56-60
	60+

	Please state your sexual orientation:
	Heterosexual
	Lesbian
	Gay

	
	Bisexual
	
	

	Do you have special caring responsibilities for:
	Children
	Another person

	The Disability Discrimination Act 1995 makes in unlawful for an employer to discriminate against a disabled person in the field of employment. The Act defines a disabled person as someone with a physical or mental impairment, which has a substantial and long-term adverse effect on that person’s ability to carry out normal day-to-day activities. Otherwise you do not need to tell us of any disability or impairment you may have.

	Do you have a disability?                  
	Yes
	No

	If yes, please tick one or more boxes to describe your disability:
	Dyslexia/specific learning difficulty
	Blind/visual impairment
	Deaf/hearing impairment

	
	Asperger’s syndrome / autistic spectrum disorder
	Mental Health difficulties
	Long term chronic health condition that requires regular self management

	
	Wheelchair/mobility impairment


	Other (please specify) 

	Please tell us about any access requirements you will have if invited for for interview
	

	What adjustment would Comas need to make to enable you to do your job?
	


[image: image2.jpg])

: >
(Ccomas ]
7

(




Comas Board of Directors





Serenity Café Steering Group





Circles Advisory Group





Circles/SQA Development Manager


Louise Cowe





Chief Officer


Ruth Campbell





Recovery Coaching Development (0.6)


Michele Armstrong





Serenity Cafe Development Manager


Vacancy





Finance/Administration Worker (0.5)


Graham Logan





Arts Development Worker (4hrs)


Gillian Gibson 





Volunteer Support Worker (10hrs)


Karen Maclean 





Circles Facilitator (10hrs)


Jim MacDonald 





Fundraising Intern (25hrs)


Mhairi Stirling





Financial Inclusion CJF Trainee (25hrs)


Vacancy





Café Enterprise Intern (p/t 6 months)


Vacancy








Serenity Café Volunteers








Comas Volunteers








Circle Volunteers








Recovery Coach Volunteers








