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JOB DESCRIPTION

	Post:
	Independent Domestic Violence Advocate Manager

	Location:
	Knowsley, Merseyside

	Responsible to:
	Head of Services 

	Hours:
	35 per week, Monday - Friday

	Salary:
	£36,312.00 + 6% pension contribution



About The First Step
The First Step is a Knowsley-based domestic abuse charity supporting adults, children, and families affected by domestic abuse. We provide refuge accommodation, community-based services, advocacy, and prevention work. We take a trauma-informed, person-centred approach, ensuring that survivors are empowered to make informed choices and rebuild their lives safely. Our team is professional, passionate, and committed to making a tangible difference in the lives of those we support.

purpose
To lead and manage The First Step's IDVA service, providing strategic and operational leadership that delivers a high-quality, trauma-informed, risk-led service to victims/survivors of domestic and sexual abuse at highest risk. To supervise and support the IDVA Team, ensuring consistent, safe and effective practice across the service. To work within a multi-agency framework, including MARAC and local partnership responses to domestic abuse. This is a management post and does not carry a client caseload, however, there may be times that the manager would be required to support with direct case management.

KEY RESPONSIBILTIES
Leadership & Supervision
· Provide overall leadership and day-to-day management of the IDVA service, ensuring a consistent, high-quality, trauma-informed service to survivors.
· Provide line management and regular reflective case reviews and supervision to the IDVA staffing team.
· Be responsible for the day-to-day supervision of staff, delivering a high-quality frontline service and keeping victims of domestic abuse central to all processes.
· Support staff development through coaching, mentoring, and identifying learning, development and performance management needs.
· Promote a culture of empowerment, accountability and continuous learning within the team.
· Hold regular team meetings, encourage participation and promote staff development through training opportunities.
· Be involved in the recruitment, selection, induction and retention of all staff reporting directly to the post, in line with the TFS Safer Recruitment Policy.
· Manage the induction of new staff.

Service Delivery & Case Oversight 
· Ensure consistent delivery of services to survivors, risk assessment, safety planning and referrals to other agencies and MARAC, by allocating and monitoring work across the team.
· Monitor and review risk assessments, ensuring compliance with internal policy and that identified support needs are actioned.
· Conduct monthly case audits for cases open to the service and six-weekly case reviews with staff.
· Be the lead professional within the IDVA service for all safeguarding and information-sharing, ensuring staff understand and comply with the service's safeguarding framework.
· Ensure case files and records are accurate, complete and compliant with data protection legislation.
· Ensure clients are being kept informed about actions/support offered by MARAC and the IDVA service, and that other relevant agencies are kept informed of important changes to a client's situation and risk assessment.
· Support the empowerment of survivors, ensuring the service helps them recognise the dynamics of abuse present in their situation and regain control of their lives.

Safeguarding & Risk Management
· Lead on safeguarding concerns arising within the service, supporting staff with decision-making and threshold guidance.
· Act as the point of contact for urgent safeguarding queries and professional challenge.
· Ensure timely recording and reporting of safeguarding incidents and outcomes in line with statutory responsibilities and The First Step's procedures.
· Maintain up-to-date knowledge of the legal framework relating to the protection of children and vulnerable/safeguarding adults, including the policies and procedures of the Local Safeguarding Children and Adults Boards including safeguarding training.
· Ensure the IDVA team are up to date with safeguarding training and continuous development in line with changes to legislation and local processes. 

Multi-Agency Working
· Develop and maintain positive working relationships with statutory and voluntary agencies to tackle domestic abuse, including police, health, housing and children's services.
· Ensure the involvement of the IDVA service in MARAC and escalate high-risk or complex cases to the appropriate multi-agency forums (e.g. MARAC, MAPPA).
· Represent the service at operational multi-agency meetings and at local and national events, feeding back initiatives and outcomes to the team.
· Influence and develop responses to improve services to victims of domestic abuse, ensuring the experience of service users and partner agencies informs this process.
· Represent the Head of Services in meetings relating to the IDVA service during their absence, ensuring continuity and informed decision-making.

Quality Assurance & Monitoring
· Maintain effective monitoring and evaluation systems and databases assessing intake, outputs, performance, outcomes and effectiveness of the service.
· Ensure compliance with monitoring and evaluation requirements, including internal/external and annual service reviews, audits, inspections and accreditation processes.
· Contribute to performance reporting and evaluation of team outputs and outcomes, including quarterly/annual reports for The First Step, the Board of Trustees, and funders.
· Keep up to date with changes in legislation and practice, locally and nationally, embedding these into TFS processes to uphold standards of best practice.
· In consultation with the Head of Services, contribute to the development, review and production of The First Step's policies and procedures.

Budget & Resource Management
· Monitor the service budget and be aware of any financial limitations.
· Record all financial transactions and ensure the safekeeping of petty cash; provide monthly petty cash reports to the Finance Officer.
· Manage the IDVA service budget, petty cash, and any additional successful funding bids, with support from TFS finance.
· Assist with TFS payroll procedures for IDVA service staff.

General Duties
· Attend and contribute to SMT, including forward planning of organisation-wide events.
· Attend line management sessions as requested, providing information on service delivery and organisational issues to the Head of Services.
· Undertake evaluation questionnaires/monitoring with clients using TFS services and co-operate in the ongoing evaluation of TFS services.
· Assist in presentations or workshops about the work of TFS, and represent the service at meetings, seminars and conferences.
· Maintain up-to-date knowledge of legal, housing and welfare issues relevant to domestic abuse, and keep up to date with domestic abuse issues, participating in relevant training as required.
· Be self-servicing in terms of word processing, reports, letters, emails and all administration needs.
· Assist with general cover of the TFS office; key-holder responsibilities.
· Participate in training courses, internal and external, relevant to the post, or to The First Step's commitment to providing a quality service to its service users and stakeholders.
· Input and maintain accurate information on the Charity's database systems.
· Fully comply with the charity's policies, e.g. Equal Opportunities, Confidentiality, Lone Working, Health & Safety.
· Carry out any other reasonable duties as required by the Head of Services.
GENERAL
The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change. The job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading. All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work. Since confidential information is involved with the duties of this post, the post holder will be required to always exercise discretion and to observe relevant codes of practice and legislation in relation to data protection and personal information.

This post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. You are therefore not entitled to withhold information about convictions which for any other purposes are 'spent' under the provisions of the Act, and any failure to disclose such convictions could result in dismissal or disciplinary action by The First Step. Any information given will be treated as completely confidential and will be considered only in relation to the positions to which the Order applies.

Terms & Benefits
· Salary paid monthly.
· Employer pension contribution of 6%.
· 35 hours per week.
· Business mileage allowance of 45p per mile.
· 26 days annual holiday pro rata plus statutory bank holidays.
· 365-day access to an Employee Assistance Programme.
· Clinical Supervision.
· Enhanced DBS.
· Death in Service Benefit.
· This position is funded until 31st March 2029



PERSON SPECIFICATION
This person specification states the essential experience, knowledge, skills, and attitudes which the selection panel will use to draw up a shortlist of applicants to be interviewed. When completing your application form, please think carefully about how you can demonstrate that you meet each of the criteria in the person specification and give examples wherever you can. It is insufficient simply to repeat what it says in the person specification. We are aware that we are asking for a wide range of skills and experience and will consider applications from people who would be prepared to build their experience, skills, and knowledge to acquire what is required.

	Education / Qualifications

	Essential
	Desirable

	· Domestic abuse training.
· Sexual abuse training.
· Leadership or Management Qualification (ILM or equivalent)
	· Safelives IDVA Manager Training/ Accreditation.
· Women’s Aid Qualification.

	Experience

	Essential
	Desirable

	· Minimum 2 years’ experience of managing staff (experience managing other managers/team leaders is an advantage)
· Experience of managing a service budget
· Knowledge of the impact of domestic and sexual abuse on women and children and the healing process.
· Proven track record of advocacy and supporting adults in crisis.
· Knowledge and understanding of risk factors and experience of risk assessment/safety planning.
· An understanding of legislation and good practice relation to domestic and sexual abuse.
· Experience of recording and documenting information in client files and for monitoring and statistical purposes.
· Knowledge of safeguarding and the process involved
· Experience using databases and Microsoft.
· Experiencing in delivering domestic/sexual abuse awareness raising, training or group work with professionals or victims/survivors.
· Knowledge and understanding of confidentiality.
	· Knowledge and understanding of the criminal and civil justice system. 

	Abilities / Skills / Knowledge

	Essential

	· Ability to work to strict timescales, meet challenging deadlines and balance competing priorities successfully when working under pressure.
· Self-motivation with an ability to work on own initiative.
· Demonstrate empathy.
· Be non-judgemental in your approach to clients and other professionals.
· Flexible attitude towards day-to-day tasks and be able to move from one task to another easily.
· Courteous and professional manner at all times.  
· Able to keep things in perspective. 
· Remain sensible and level headed.

	General

	Essential

	· This post is registered as exempt from the Rehabilitation of Offenders Act 1974 and, in accordance with The First Step recruitment procedures, the successful candidate will be required to satisfactorily complete the Enhanced Disclosure and Barring process in order to be appointed to the post.
· To work outside of normal hours where required.
· A full clean driver’s licence and use of a car during working hours.
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