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Person Specification for Service Manager
1. Qualifications and Training
Essential
· Relevant degree or equivalent professional qualification in a related field (e.g., charity management, business administration, health and social care).
· Evidence of recent continuous professional development (CPD) related to the duties of the role.
· Child Protection Officer qualification or willingness to undertake training.
Desirable
· Experience of working in a counselling, social work, or a similar environment.
· Qualification in management or leadership.

2. Experience
Essential
· Experience in a senior management or leadership role, preferably within the charity, non-profit, or health and social care sector.
· Demonstrable experience of strategic planning and implementation with a Board of Trustees or similar governance body.
· Proven experience in financial management and fundraising, including preparing budgets and reporting to funders.
· Experience in leading and managing a team, including professional supervision, performance appraisals, and fostering a positive and inclusive culture.
· Experience in managing and mitigating organizational risk.
· Experience in external representation and partnership development with a range of stakeholders (e.g., government, other organizations, media).
Desirable
· Experience working with or managing counselling services.
· Experience of media relations, including social media and print.

3. Knowledge and Skills
Essential
· Excellent leadership skills with the ability to motivate, empower, and support staff to achieve excellence.
· Strong strategic and analytical skills to identify opportunities, risks, and lead change.
· In-depth knowledge of charity governance, legal requirements, and best practice in the non-profit sector.
· Excellent communication skills, both written and verbal, including the ability to produce high-standard reports for a Board of Trustees.
· Financial acumen to manage budgets and ensure the financial health of the organization.
· Proficiency in general office administration, including human resources, ICT, and health and safety.
· Competency in developing and implementing operational policies and procedures.
Desirable
· Knowledge of the Scottish charity and funding landscape.
· Understanding of the principles of person-centred care and recovery.

4. Personal Attributes
Essential
· A strong alignment with the values and philosophy of Choices, demonstrating compassion, non-judgementalism, care, and respect for autonomy.
· Must be a Christian in accordance with the Equalities Act 2010 Occupational Requirement.
· Highly professional and able to represent the charity at a high level with integrity and credibility.
· Self-motivated, proactive, and able to work with a high degree of autonomy.
· Flexible and adaptable, with the willingness to undertake some evening and weekend work as required.
· Ability to build effective relationships and collaborate with a wide range of individuals and organizations, including staff, volunteers, the Board, and external partners.
· A commitment to continuous improvement and fostering a learning environment.
· This is a women-only role because it is a proportionate means of achieving a legitimate aim, such as ensuring the safety and dignity of victims of sexual violence, under Schedule 3, Paragraph 27 of the Equality Act 2010. Only applicants with the protected characteristic of 'sex' as female, as defined by the Equality Act, will be considered.
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