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JOB DESCRIPTION

Post Title

Health Services Manager (Maternity Cover)
Location

Zest Centre
Rate of Pay
£28,000-30,000 pro rata (dependent on experience)
Hours
4 days per week-part time, temporary post 
Holidays

25 days + 8 statutory days pa 

Responsible to
Line Manager 

Please note this is a fixed term contract, anticipated until July 2021 to cover maternity leave. 

Purpose of Job

To be responsible for the management and development of Zest public health services including the Children and Young People’s Smokefree Service and People Keeping Well Programmes. The postholder will be responsible for the management of staff and resources and ensuring contract requirements are being met.  

Responsibilities  

1. To work flexibly as a member of the Zest management team.

2. To be responsible for the effective management and development of the Zest public health delivery team and to develop and establish effective work programmes.

3. To ensure that there is an excellent quality of service provision.  

4. To be responsible for the effective data collection and monitoring of the services and to provide reports, both written and verbal, to Sheffield City Council, senior management and others as appropriate.
5. To establish good communication and working relationships with the partner organisations, commissioners and the community and other agencies. 

6. To be responsible for promotional & marketing activities to encourage the take up of services.

7. To ensure that service users have opportunities to evaluate the services and can contribute to its ongoing development. 

8. To be responsible for budget management and financial performance of both services.
9. To deliver health related training to professionals from across the city.
10. To develop public health services in line with Zest’s strategy. This will include preparing funding bids and tenders.  
11. To maintain an up to date knowledge of policy and practice developments in relation to public health.   

12. To ensure that services works towards best practice in equality of opportunity.

13. To undertake any other duties as agreed with the Line Manager.

14. To undertake training and other development activity in line with organisational and personal development needs.

To carry out all duties and responsibilities as described in line with ZEST policies and procedures, with particular attention to those relating to Equal Opportunities, Health and Safety and regarding volunteers who will work with children and vulnerable adults. This will include DBS checks are carried out where necessary

ZEST
PERSON SPECIFICATION

Post Title

Health Services Manager (Maternity Cover)
ESSENTIAL 

Knowledge and Experience 
· Experience of managing services and projects

· Experience of managing budgets and resources 

· Experience of managing staff and leading a team
· Experiencing of submitting funding bids and/or tenders
· Experience/understanding of managing performance against contracts 

· Experience of developing and maintaining partnership working 
· Experience of public health work in community settings

· Understanding of government and local policies re: public health
· Educated to degree level
Skills and Abilities
· Excellent communication skills, both written and verbal 

· Highly motivated and able to work on own initiative

· Ability to work in a team

· Excellent organisational skills 
· Excellent time management skills and the ability to work to tight deadlines.

· Excellent communications skills - both written and verbal

· Good IT skills  

· Flexible approach to work

Circumstances and Commitment 
· Willingness to work evenings and weekends 
· Commitment to equality of opportunity 

DESIRABLE 

· Experience and/or understanding of smokefree services

