
 

Senior Manager 

Job Description 

 

Salary   

c£40,000 (full time equivalent) 

 

Hours of Work 

Part time - 30 hours per week. 

 

Location 

Edinburgh 

 

Relationships and Accountability 

The Senior Manager is responsible to the Into Work Chair and Board and has line 

responsibility for staff. 

 

Organisation Profile 

Into Work is a non-profit organisation with many years’ experience in providing 

personalised employment advice for people with a disability or long-term health condition 

who live in Edinburgh, East Lothian or Midlothian.  Our employment services are based on 

the Five Stage Model of Supported Employment, a widely recognised model for helping 

people with multiple barriers into work. 

We work in partnership with other organisations in the public, private and voluntary 

sectors. 

Main purpose of the job 

You will be responsible for the overall leadership and management of the organisation, 

including its funding and financial viability.  You will work in conjunction with the Service 

Delivery Managers as well as funders, partners and stakeholders. 
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Responsibilities: 

Leadership: 

• To formulate and implement the strategic development of the organisation 

including funding, networking and marketing, and to communicate the strategy to 

the Board and to all staff 

• To lead, motivate and develop staff, creating an environment of transparency and 

trust within the organisation 

• To ensure appropriate training and planning for succession takes place 

• To oversee the effective day to day operation of the organisation 

• To manage organisational change  

• To oversee the delivery of, and monitor the performance of the organisation’s 

services, including outcomes to ensure contract targets are met or exceeded 

• To oversee and assist in revenue generating, fundraising and marketing activities to 

secure adequate funding for the organisation 

• To oversee and participate in the representation of the organisation on professional 

bodies, networks, associations etc 

 

Human Resources: 

• To lead on the development of career progression paths and pay scales and 

provision of employee benefits ensuring Into Work maintains competitiveness in 

these areas 

• To oversee staffing requirements 

• To manage the personnel function in conjunction with the Business and Finance 

Officer (BFO) and Service Delivery Managers (SDMs) 

• To provide support in the management and development of appropriate Health and 

Safety measures in conjunction with the Health and Safety Officer 

• To provide regular Support and Supervision to the SDM’s, BFO and Research and 

Development Officer (RDO) 

 

Finance: 

• To plan and analyse the finances of the organisation and advise the Board of the 

strategic financial direction 

• To provide support in the preparation of annual budgets and to prepare forecasts 

and monitoring of these in conjunction with the BFO 

• To oversee the production of quarterly management information and reports by the 

BFO and to advise the Board on these matters 

• To provide guidance in the collection and collation of financial and performance 

data 

• To be responsible for the timely completion of all statutory reporting, compliance, 

annual accounts and VAT, and performance data, and for ensuring best practice is 

followed in financial matters, with assistance from the BFO and Auditors 
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• To ensure appropriate financial risk assessments are identified and implemented in 

conjunction with the BFO 

• To be responsible for the evaluation and monitoring of finance related systems in 

conjunction with the BFO and Auditors 

• To develop a strategy on, and advise the Board on, and build up reserves 

• To develop and take responsibility for ongoing investment strategy 

• To oversee the organisation’s staff pension arrangements and liaise with pension 

fund holders and providers 

 
 
IT and Facilities Management: 

• To oversee the development and implementation of the organisation’s IT strategy 

• To have overall responsibility of ensuring all data is appropriately used, maintained 

and protected in conjunction with the Data Controller 

• To provide guidance in the procurement and management of IT services  

 

Governance: 

• To be responsible for the production of the Office of the Scottish Charity Regulator 

(OSCR) Return and any other returns required in conjunction with the BFO and 

Auditors 

• To support the role of Company Secretary 

• To oversee matters relating to organisational governance in conjunction with the 

Company Secretary 

• To oversee the maintenance of the risk register in conjunction with the Company 

Secretary and BFO 

• To oversee the development, review and maintenance of the organisation’s 

policies, procedures, strategy and practices in conjunction with the BFO and SDMs 

• To ensure that the organisation complies with all legal requirements 

• To support the progression and completion of relevant accreditation processes for 

Investors in People (IiP) Scotland award and the DWP Disability Confident award in 

conjunction with the BFO and RDO 

 

General: 

• To promote and undertake all work activities in line with Into Work’s values 

• To attend and contribute to team and organisational meetings as required 

• To comply with Into Work policies and practices, following procedures as required. 
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Additional Statement 

The above is not an exhaustive list of duties and you will be expected to perform different tasks as 

necessitated by any changes in the role other than those given in the job specification.   

The particular duties and responsibilities attached to posts may also be varied without changing 

the general character of the duties or the level of responsibility entailed.  Such variations are a 

common occurrence and would not themselves justify reconsideration of the grading. As a result of 

such variations it will be necessary to update this job description from time to time. 

 

Person Specification 
 

Knowledge, Skills and Experience E D 

Excellent leadership skills including motivating teams., ability to work 

on own initiative, prioritise, plan and take day-to-day responsibility for 

the running of the organisation 

*  

Experience of strategic planning.  Ability to manage change and deliver 

a strong vision of how the organisation will develop and grow 
*  

Strong verbal and written communication skills *  

Strong networking and interpersonal skills with an ability to build 

partnerships with stakeholders 
*  

Ability to give strategic financial direction.  Proven financial skills 

including budget management and reporting 
*  

Significant experience of business planning and successfully securing 

funding from different sources 
*  

Excellent IT skills *  

Knowledge and understanding of disability and employment issues *  

Working knowledge of the voluntary sector in Scotland  * 

Understanding of governance and the role of a Board of trustees  * 

Educated to degree standard or equivalent  * 

  


