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 Job Description 
 

Service Manager – Community Treatment and Recovery Service 

Reporting to Area Manager Commissioned Services & Quality 

Location Wokingham located near to the station (staff parking available) 

Salary  £36,465.00 - £41,924.00 (dependent on experience) 

Working Hours 

Full time 37.5hrs per week 
Core Hours - Monday to Friday 9am – 5pm (the successful candidate will be expected 
to work flexibly in line with the operational needs of the organisation, this will include 
evenings and weekends as and when required) 

Key internal 
relations: 

Managers, employees, contract staff and volunteers 

Key external 
relations 

Commissioners, sub-contractors, partner agencies, local community groups, 
businesses and funders 

 
Background 
 

SMART has been delivering services to service users with Complex Needs since 1996.   Our innovative projects are 
designed to support recovery and integration into local communities, build confidence, self-esteem, develop skills 
and recovery capital. We are a small charity with a big heart; putting the service user at the centre of everything we 
do. 
 
Our mission is to provide safe spaces to work with vulnerable people within our communities, empowering them to 
make positive changes and take control of their lives. We are proud of our culture and our values to be: Trustworthy, 
Respectful, Helpful and Honest 
 
Our values underpin the work we do and the way we relate to: our staff, our volunteers, our service users, the 
families and carers we support, our professional partners, the individuals who learn with us, our funders and our 
trustees. We believe that everyone needs a little help sometimes and that with trust, respect and honesty people can 
make incredible changes. We help our teams and the people who use our services to fulfil their highest potential by 
offering respect and believing in them. We encourage honesty and openness in all that we do and believe that trust is 
the foundation of all charitable work. 
 
At SMART Wokingham, situated near to the Station on a residential road, as Service Manager, you would work 
closely with the Deputy Manager and the wider team to support and lead a successful, committed and caring project. 
Commissioned by Wokingham Borough Council and rated highly by service users, this is a service which is valued by 
its local community and partner agencies. We offer one-to-one support, interactive group activities, counselling and a 
young person’s service. We also provide substitute prescribing for opiate addiction, community alcohol detox, access 
to inpatient detox and/or rehab and a needle exchange.  
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Main Purpose of the Job 

 To ensure that SMART Wokingham is well led, responsive, effective and provides a caring and safe 
environment that delivers quality services to benefit service users. 

 To deliver in line with the contractual obligations specified in the Service Level Agreement (SLA) and 
contract with the commissioning body. 

 To ensure the efficient delivery of services within budget. 

 To maintain an open, transparent and caring culture that is focused on meeting service users’ needs. 

 To support a performance culture which achieves both individual staff and service performance targets. 

 To develop and maintain strong and effective partnerships. 

 To ensure a high quality service is delivered through effective and robust governance. 

Level of Responsibility 

The post holder will have the operational responsibility for the delivery of the service, quality and 
performance. This will include responsibility for: 

 Being a key contact with CQC, ensuring SMART meets all regulatory requirements and deals competently and 
professionally with inspections 

 Reporting, by exception, any issue that has the potential to impact on service delivery 

 To set, monitor and manage service budgets with the Area Manager 

 To monitor, manage and report performance against targets 

 To support audit and quality standards as a cycle of continuous improvement, working closely with SMART’s 
Quality Framework. 

 To take a portfolio lead for the organisation in representing this service (one of four delivered by SMART in 
different locations) 

 To represent SMART with integrity and professionalism at all times. 
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Main Duties and Responsibilities: 

The responsibilities of the post-holder are divided into the following areas of work: 

1. Delivery of Service 

 Manage performance and reporting and deliver against key performance indicators in line with the 
organisations objectives and those of commissioners. 

 Develop and maintain excellent external relationships with stakeholders, service commissioners and partner 
agencies. 

 Attend and represent SMART at all relevant meetings, for example contract reviews. 

 Manage facilities, ensuring they are fit for purpose and safe. 

 Ensure that project areas are providing clear, accurate and timely performance management information 
both internally and externally. 

 Ensure SMART’s Service User Strategy is implemented and that service users are meaningfully involved at 
every opportunity. 

2. Lead, manage and develop a team 

 Provide line management to the Deputy Manager and ensure they, in turn, line manage and empower the 
whole team effectively. 

 Recruitment & development of new staff. 

 Manage performance and capability issues. 

 Deliver SMART’s performance management framework by ensuring that performance management systems 
are in place to achieve key performance indicators and local internal and external reporting requirements. 

 Provide Line management to the nurse, ensuring good clinical oversight for the service. 

3. Quality 

To work to ensure that SMART’s quality assurance systems and processes are working effectively within the project 
to: 
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 Support SMART’s policy, audit and other governance frameworks. Ensuring they are safe and compliant with 
SMART’s clinical and corporate governance framework structure, and meet the requirements of industry 
standards and external bodies, such as the Care Quality Commission. 

 Ensure the organisation is well led, using the Quality Mechanisms to support the identification of key learning 
points, updating local Continuous Improvements Plans. 

 Cascade good practice and key learning points for improving and sustaining excellent quality of service, and 
measure the impact these improvements bring. 

 Regularly review and update risks and mitigate against them, utilising SMART’s risk management systems. 

Professional and Organisational Development 

 Keep abreast of new developments in the field of substance misuse; recovery, detoxification and 
rehabilitation programmes by participating in debate and discussions in the field and maintain 
awareness of local and national guidance relevant to service delivery 

 Participate in Central Governance Committee meetings as and when required and contribute to the 
continuous improvement of governance and services within the organisation 

 To contribute to and play an active role in the Management Team (e.g. Duty Manager ‘on call’ rota). 

 Understand and promote the values, vision and mission of SMART CJS by effective implementation 
of SMART’s policies and procedures. 

 Take responsibility for own personal development, identifying personal training needs and 
participating in regular supervision and appraisal  

 To participate in SMART’s performance management and development process. 

 Carry out duties of the post in accordance with SMART’s diversity and equal opportunities policies. 

 Maintain security and confidentiality of service user information in line with relevant policies and 
legislation 

 Be aware of and adhere to relevant SMART policies. 

 Be aware and act in accordance with local and national policies related to Safeguarding. 

 Ensure that legal, ethical and professional standards are maintained at all times. 

 Comply and fully cooperate with SMART’s health and safety policy ensuring that the health and 
safety of service users and staff is properly safeguarded in all department activity. 
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 To carry out any other duties and responsibilities as required in line with operational needs. 

 
This job description will be supplemented by annual objectives which will be developed in conjunction with 
the post holder.  It will be subject to regular review and SMART CJS reserves the right to amend or add to the 
duties listed above. 
 

Person specification  
Essential and desirable requirements for the role and assessing and testing the necessary level of competence 
required for this role either via the application form (A); interview (I); and/or exercises (E).  
Please note - applicants are asked to evidence their ability to meet each aspect of the person specification below, e.g. 
by highlighting relevant key achievements and duties held within roles.  

Essential Criteria  Measured by 

 Demonstrable track record of managing a range of complex services in a drugs, alcohol 
or substance misuse setting (preference will be given to candidates with regulated 
service experience) 

A, I & E 

 Experience of joint working and liaising with professionals at all levels, evidence of 
partnership working and delivery of client focussed services 

A & I 

 Experience of leading a team to achieve objectives A, I & E 

 Knowledge of relevant national policy and strategy for drugs and alcohol services  A & I 

 Ability to monitor and evaluate standards for quality to inform a process of continuous 
improvement 

A, I & E 

 Understanding of a ‘performance culture’ A & I 

 Experience of leading change  A & I 

 Ability to contribute to organisational development A, I & E 

 Excellent communication skills both orally and in writing A, I & E 

 Commitment to service user involvement A, I & E 

 Commitment to promoting diversity A, I & E 

 Good working knowledge of Microsoft Office and relevant software packages such as 
Illy 

A & I 

 Experience of managing budgets (income and expenditure) A, I & E 

Desirable Criteria Measured by 

 Management qualification A & I 
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 Health and Safety qualification A & I 

 Driving licence and use of own car A 

 
All staff are expected to show commitment to the quality of service offered to service users and to demonstrate 
a thoughtful and considered approach to their problems. Honesty, reliability, use of initiative and the ability to 
establish good working relationships with clients, colleagues and other service providers are considered 
essential attributes. 
 
Clearances and References 
 
Appointment will be subject to successful DBS and vetting clearances and it will depend on satisfactory 
references being obtained from present or past employers. 
 
Health and safety 
 
All employees are subject to the Health and Safety at Work Act.  The post holder is required to proactively 
comply with their duties as outlined in SMART CJS policy. 
 
 


