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	JOB DESCRIPTION

	Post Title:
	Team Manager, Vulnerable People & Personal Advisor
	Service / Section: 
	Vulnerable People
Children, Family and Safeguarding

	Version Date:
	2026
	Grade:
	GO9

	Location:
	Coed Pella
	Job Evaluation Number: 
	SL2083

	Responsible to:
	Section Manager 
	Responsible For: (Staff)
	14

	Job Purpose:

	The Vulnerable People Service provides a safe service to children, adults and their carers in delivering their support, direction and advice to prevent or avert crisis. The Adults 16+ Section of vulnerable people service provides short and outcome focused intervention for individuals and families to build resilience and to better manage their daily lives and circumstances. Also, this role is responsible for:
•	Manage the delivery of operational responsibilities
•	Manage team members performance and personnel issues in line with policy and procedures
•	Ensure compliance with service delivery standards and performance targets
•	Quality assure casework through undertaking audit and monitoring tasks
•	Provide workforce and performance information/data
Provide cover for Team Manager colleagues and deputise for the Section Manager as required.

	Duties and Responsibilities - Job Specific

	1.
	Lead, professionally supervise and develop team members. 

	2.
	Immediately bring to the attention of the Section Manager or Service Manager, and in their absence the Head of Service, any matters of concern or special interest and seek guidance and support with complex decision making. 

	3.
	Provide managerial accountability for the allocation and use of team resources, e.g. staffing, materials, budget and services in accordance with service criteria, legislation, financial and other regulations of the Council.

	4.
	Maximise the use of staff resources in an efficient and effective manner in the delivery of operational casework to achieve performance and quality targets and goals, including the management of annual leave.

	5.
	Facilitate and maintain effective relationships with partner agencies, service providers, service users and their families/carers.

	6.
	Provide advice and support to team members to enable them to deliver the service effectively and in accordance with statute, national and regional policies and guidelines. 

	7.
	Contribute to practice development including leading working groups/task and finish groups and ensuring that new initiatives are embedded in practice. 

	8.
	Work with the Community Wellbeing service to ensure access for people to a range of early and preventative interventions that are community based.

	9.
	Work with the Section Manager to implement opportunities for service improvements that deliver efficiencies and sustainability.

	10.
	Undertake practice audits for compliance and quality monitoring and contribute to the development of action plans to improve practice.

	11.
	Collate, analyse and provide information and statistical data as requested. 

	12.
	Respond to representations and complaints from other agencies and service users.

	13.
	Keep people safe and manage safeguarding referrals, including DoLS, intervening statutorily when required. 

	14.
	Chair relevant staff meetings and quality assure the record/minutes of these meetings.

	15.
	Deliver professional supervision and complete performance development reviews of relevant team members in accordance with policy. 

	16.
	Identify issues of staff competency and capability and follow appropriate procedure to address such issues. 

	17.
	Manage team members sickness absence in accordance with Council Policy.

	18.
	In the absence of team members, undertake direct casework work with service users and attend relevant meetings as required to ensure service delivery.

	19.
	Support and mentor team members undertaking unfamiliar pieces of work, chair complex and high risk practice meetings and quality assure the record of such. 

	20.
	Manage and monitor safeguarding enquiries and investigations through to completion.

	21.
	Promote the use of research, theory and other problem-solving methodology in achieving good attendance.

	22.
	Quality assure the recording practice of team members and ensure casework is effectively planned and outcome focussed with the service user and that their family and carers are fully represented are are completed in a timely manner. 

	23.
	Ensure casework is effectively planned and outcome focussed with the service user, and that their family and carers are fully represented and are completed in a timely manner.

	24.
	Attend training and seminars designed to develop the personal, managerial and professional expertise of the post and oversee the dissemination of knowledge and learning to team members and across the service area.

	25.
	Read and act upon telephone, electronic and written communications received personally and by the team from individuals and other agencies / partners.

	26.
	Provide ongoing support for the team and formal supervision and PDRs for direct reports.

	27.
	Promote anti-discriminatory practices and act in a non-oppressive way towards service users and colleagues.

	28.
	Provide a positive role model to all team members in relation to conduct within the workplace and in their organisation, workload and time management skills.

	29.
	Exercise responsibility under the Health and Safety at Work Act and respond promptly and robustly in relation to these regulations.

	Duties and Responsibilities – Corporate

	1.
	To be responsible for establishing good working relationships both internally and externally and providing excellent customer service.

	2.
	Compliance with the Authority’s Policies and Procedures and to make known to Senior Officers any areas which are not adequately covered.

	3.
	Take actions that support our collective commitment to diversity, equity and inclusion. Supporting our priority to be people centred, with a focus on empathy, understanding, respect, and a culture where people feel comfortable to be themselves. We want all colleagues to belong to a team where everyone is respected and valued.

	4.
	To be responsible for the application of Health & Safety practices and risk assessments within the daily operations, sharing a common responsibility for Health & Safety across the department, directorate and Authority as a whole.

	5.
	Employees will be required to give certain information relating to themselves in order that the Authority may properly carry out its duties, rights and obligations as an employer. The Authority will process and control such data principally for personnel, administrative and payroll purposes.

	6.
	As a term of your employment and in order to maintain effective departmental operations, you may be required to undertake any other reasonable task, commensurate with your grade, as determined by your Line Manager or Head of Service.

	7.
	Conwy is committed to safeguarding children and vulnerable groups. All Council employees are expected to be aware of the Corporate Safeguarding Policy and their responsibility to report any concerns in the appropriate manner and timescales.





	PERSON SPECIFICATION

	Please Note: In order to be shortlisted for this post you must demonstrate that you meet all the criteria ranked as E - Essential unless it states in the “How Identified” column that it will only be tested at Interview, via a Test or Presentation. Please ensure you tell us in your application how you also meet any Desirable criteria.

	Requirements
	How Identified
	Essential 

	Desirable

	Qualifications and Experience

	Professional qualification in Social Care (i.e. Social Work, Occupational Therapy or nursing)
	Application Form
Verification
	E
	

	Education to degree level or equivalent work experience to fulfil the knowledge and skills as specified
	Application Form
Verification
	E
	

	Recognised Management Qualification 
	Application Form
Verification
	
	D

	Evidence of post qualification learning or achievements 
	Application Form
	E
	

	At least three years post qualification experience
	Application Form
	E
	

	Sound knowledge of current legislation and guidance relevant to Social Care
	Application Form
Interview
	E
	

	Practice underpinned by a knowledge of theory relating to social care 
	Application Form
Interview
	E
	

	Experience of complex case work 
	Application Form
Interview
	E
	

	Experience of using safeguarding procedures including DoLS and of undertaking investigations 
	Application Form
Interview
	E
	

	Job Related Knowledge and Skills

	An awareness of the range of resources available and ability to support teams to work with service users to develop appropriate, effective and sustainable responses to meeting need
	Application Form
Interview
	E
	

	Ability to ensure team resources are planned effectively to meet need within the allocated budget
	Application Form
Interview
	E
	

	Ability to manage a diverse team of staff and support teams/individuals through change processes
	Application Form
Interview
	E
	

	Ability to implement a culture of quality and performance management throughout the team 
	Application Form
Interview
	E
	

	An awareness of Programme and Project management and ability to participate in the development and delivery of change projects 
	Application Form
Interview
	
	
D

	Good communication skills both written and verbal across a wide range of audiences 
	Application Form
Interview
	E
	

	Ability to effectively Chair a range of meetings e.g. multi-disciplinary, provider/commissioner
	Application Form
Interview
	E
	

	IT literate – able to use a range of Microsoft packages, including Word, Outlook, Excel and Powerpoint.
	Application Form
Interview
	E
	

	Ability to write reports
	Application Form
Interview
	
	D

	An understanding of and ability to use departmental and corporate policies and procedures
	Application Form
Interview
	
	D

	Evidence of staff supervision and methods used including challenging and developing practice
	Application Form
Interview
	E
	

	Ability to manage a high turnover of work and resources to meet need
	Application Form
Interview
	E
	

	The ability to communicate in English is essential.
	Application form
Interview
	E
	

	The ability to communicate in Welsh at level 1 for speaking / writing / reading is desirable. Please click here for level guidance. 
	Application form
Interview
Test at interview
	
	D

	Personal Qualities

	Experience of managing change
	Application Form
Interview
	
	D

	Awareness of HR policies and procedures and ability to implement positively to managing staffing issues
	Application Form
Interview
	
	D

	Ability to direct staff to a knowledge base which underpins practice and ensure practice is based on research and knowledge
	Application Form
Interview
	E
	

	Contribute to and support the development of innovative responses to meeting identified needs 
	Application Form
Interview
	E
	

	Support a culture of innovation within the team 
	Application Form
Interview
	E
	

	Ability to make recommendations on service improvement
	Application Form
Interview
	E
	

	Other Requirements

	Effectively represent the department and Local Authority at meetings
	Application Form

	E
	

	Undertake and maintain multi-agency partnership working to meet individual need
	Application Form
Interview
	E
	



Review Date/Right to Vary
This Job Description and Person Specification is not intended to be an exhaustive list of duties. The Authority reserves the right, after appropriate consultation with you, to vary your duties and responsibilities within the parameters of your grade and occupational competence in order to respond to changes in the needs of the service but all changes must:
· Be referred back to Job.evaluation@conwy.gov.uk for analysis/audit
· An updated copy placed on to all relevant staff members personal files to ensure version control

 Version Control Date:   ……………………….28/10/2026.....................................
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JOB DESCRIPTION  

Post Title:  Team Manager,  Vulnerable People   &  Personal Advisor  Service /  Section:   Vulnerable People   Children, Family and  Safeguarding  

Version Date:  2026  Grade :  GO9  

Location:  Coed Pella  Job Evaluation  Number:   SL2083  

Responsible to:  Section Manager   Responsible  For: (Staff)  1 4  

Job Purpose:  

The Vulnerable People Service provides a safe service to children, adults and their carers   in  delivering their support, direction and advice to prevent or avert crisis. The Adults 16+  Section of vulnerable people service provides short and outcome focused intervention for  individuals and families to build resilience and to better manage their d aily lives and  circumstances. Also, this role is responsible for:   •   Manage the delivery of operational responsibilities   •   Manage team members performance and personnel issues in line with policy and  procedures   •   Ensure compliance with service delivery standards and performance targets   •   Quality assure casework through undertaking audit and monitoring tasks   •   Provide workforce and performance information/data   Provide cover for Team Manager colleagues and deputise for the Section Manager as  required.  

Duties and Responsibilities  -   Job Specific  

1.  Lead, professionally supervise and develop team members.   

2.  Immediately bring to the attention of the Section Manager or Service Manager,  and in their absence the Head of Service, any matters of concern or special  interest and seek guidance and support with complex decision making.   

3.  Provide managerial accountability for the allocation and use of team resources,  e.g. staffing, materials, budget and services in accordance with service criteria,  legislation, financial and other regulations of the Council.  

4.  Maximise the use of staff resources in an efficient and effective manner in the  delivery of operational casework to achieve performance and quality targets and  goals, including the management of annual leave.  

