
Independent Choices Greater Manchester 

Job Title:  Manager 

Hours:   35 hours/week 
   Occasional evening and weekend work required 

Salary:  £32,029 - £34,788    
   Equivalent to PO2 SCP 29-32 on the NJC payscale 

Conditions:  7% contribution to workplace pension 
Casual car allowance 

   25 days holiday* + 8 statutory bank holidays per year (pro rata) 
   (*Increases up to 30 days holiday dependent on length of service) 

Responsible for: Service Coordinators and IDVA 

Responsible to: Board of Trustees 

Applications are open to women only under schedule 9 of the Equality Act 2010. 

Independent Choices is an equal opportunities employer and welcomes applications from women 
from all sections of the community. This post is exempt from the Rehabilitation of Offenders Act 
1974 and subject to a disclosure and barring security (DBS) check. 

Main purpose 

Overall responsibility for developing and delivering the strategic objectives and operational 
management of Independent Choices. 

To report regularly to the Board of Trustees on strategy, organisational performance, and risk. 

To lead a team of paid staff and volunteers, manage multiple contracts and the organisation’s 
finances, ensuring that Independent Choices delivers high quality efficient and effective services. 

To maintain and develop external networks and partnerships which help sustain and grow the 
organisation and enable it to achieve its mission. 

To take the lead, under the Trustees’ direction, in developing and implementing long term funding 
and development plans and fundraising strategies. 

To promote Independent Choices’ organisational purpose and values to a range of stakeholders 
and the wider community. 

Main responsibilities 

Strategic and service development 

1. Overall responsibility for developing and ensuring implementation of the organisation’s Strategic 
Plan, in line with the values, vision and purpose of Independent Choices. Regularly review and 
refresh overall business and service plans in collaboration with the Board of Trustees, staff, 
volunteers, people who use services, and other key stakeholders, to effectively position 
Independent Choices in the domestic abuse and VAWG sectors and to make sure the organisation 
is responsive to changing needs. 
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2. Ensure the effective and efficient delivery and development of existing services in line with 
contractual requirements. 

3. In conjunction with the Board of Trustees, actively seek opportunities for growth, developing new 
services, projects and partnerships that will enable the organisation to meet its purpose and goals. 

4. Keep up-to-date with relevant legislative and policy changes to help inform strategy and 
business planning. 

Line Management, Support and Supervision 

5. Supervise, appraise and manage the performance of all service coordinators and other key staff, 
ensuring line management responsibilities are carried out within the law and utilising good practice. 

6. Ensure the learning and development needs of all staff and volunteers are identified and met in 
accordance, to ensure continuous service improvement. 

7. In consultation with staff and volunteers, ensure the development and implementation of a 
volunteer management strategy which reflects best practice. 

8. Ensure service coordinators and other staff are effectively inducting, training, managing and 
supporting relevant staff and volunteers. 

9. Recruit and select staff with the support of service coordinators, ensuring the organisation’s 
relevant policies and procedures are complied with. 

10. Organise and chair regular staff meetings, and ensure volunteer meetings are held, to ensure 
all Independent Choices’ operations run smoothly and that health, safety and wellbeing of staff and 
volunteers is a priority. 
  
Finance and Fundraising 

11. Prepare budgets and financial information, including budget modelling and financial 
projections, with the support of Board of Trustees. Responsible for costing up projects and services 
using a Full Cost Recovery model. 

12. Provide advice and support to the Treasurer on budget matters and work with them and 
Operations & Transformation Coordinator to prepare financial reports for the Board of Trustees. 

13. Responsible for the development and implementation of a long-term fundraising strategy that 
will diversify our income streams and be sustainable in the future, in collaboration with the service 
coordinators and Board of Trustees. 

14. With the support of service coordinators and other relevant staff members, ensure the 
organisation is in a strong position and fully able to respond to appropriate tendering, contract or 
funding opportunities. Develop and submit appropriate funding applications. 

15. Work with the Operations & Transformation Coordinator to review suppliers/contracts, ensuring 
the organisation receives high quality and cost-effective services and goods. 

16. Meet monthly with the organisation’s accountants and the Operations & Transformation 
Coordinator to ensure income and expenditure is on track and to identify and resolve any 
budgetary issues. 

Managing communications and relationships  
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17. Overall responsibility for managing communications to successfully promote the work of the 
organisation and to raise awareness of domestic abuse with a range of external stakeholders and 
the wider community; develop and ensure implementation of the organisation’s communications 
strategy; oversee the development of appropriate content for communications campaigns. 

18. Responsible for developing and maintaining appropriate external relationships and 
partnerships across Greater Manchester, as well as regionally and nationally, to sustain and grow 
the organisation’s domestic abuse support services, ensuring Independent Choices is seen as a 
leader in the field. 

19. Attend contract compliance, provider and other relevant external meetings to deliver 
presentations, provide reports, promote services, and share information, identifying opportunities 
for collaboration and networking to enhance services for those affected by domestic abuse. 

Legal compliance; policies and procedures 

20. To act as the legal Company Secretary, ensuring all statutory requirements are complied with, 
the organisation’s details are kept up to date and statutory returns are submitted on time to 
appropriate agencies, with the support of the Operations & Transformation Coordinator. 

21. Overall responsibility for ensuring the organisation has all the appropriate policies and 
procedures in place and that these are complied with. Carry out regular reviews of all policies and 
procedures as required; update existing and develop new policies or procedures as necessary, 
reflecting new business needs and/or new legal requirements, for approval by the Board. 

22. Overall responsibility for ensuring the organisation’s staff and volunteers operate safe systems 
of working at all times, which take care of their own safety and that of colleagues and others who 
may be affected by their activities in accordance with Independent Choices’ Health & Safety, Lone 
Working, Safeguarding and other associated policies and procedures. To be the responsible 
person on all health and safety and safeguarding concerns, reporting to the Board of Trustees. 

Other duties 

23. Report regularly to the Board of Trustees on strategy, organisational activity, contract 
performance, and risk; attend Board meetings as required; liaise and work with the Board of 
Trustees to develop the organisation, ensuring trustees are informed of and involved in all key 
decisions; prepare core reports to a high standard to enable Trustees to make appropriate 
business decisions. 

24. Responsible for the evaluation of services and activities, ensuring accurate and reliable data 
and other information is collated; providing progress and annual reports to Commissioners, other 
funders, the Board of Trustees, and other key stakeholders. 

25. Actively participate in supervision and appraisal and help identify your own learning and 
development needs and solutions. 

26. Carry out all tasks in line with Independent Choices’ policies and procedures. 

27. Undertake any other duties as agreed with the Board of Trustees which are relevant to the post 
and appropriate to the level of responsibility. 
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