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       Application Form

Please note that the application can only be made using the Bradóg application form.  The application must be received by Mr. Garry Moran, Chairperson, Bradóg Regional Youth Service Ltd., C/O 34 Dominic Place, Dublin 1  by 12pm on Wednesday 15th June 2011.

A signed hardcopy of the completed application form including photocopies of relevant education and training certificates must be submitted to the above address.  The application can only be made in writing, it cannot be sent by email or fax.

Failure to comply with the above may result in your application being unsuccessful. 

Please complete the form accurately, giving as much detail as possible of your skills

and experience relating to this job application.

Please include copies of all relevant certification

Please ensure to explain any gaps in time since leaving secondary level school
Application form for position of:






Youth Service Manager





   Full-time position 

Name:    
__________________________________________                    

Address:        ________________________________________________________



________________________________________________________



________________________________________________________        




Tel.: 

___________________________________________


Email: 
___________________________________________

If offered the position, are you prepared to seek Garda Clearance?    YES / NO

Third Level Education


	Institution 
	Course Title 
	Duration 
of Course
	Subjects taken at award Level
	Level
	Grade
	Year

	
	
	 
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other Education and Training Courses

	Course Title/Subjects 
	When/Duration
	Certification
	Comments


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Briefly outline how these courses prepared you for the role of Youth Service Manager? (Max 200 words)

Work Experience – paid and voluntary (please explain any gaps )
	
Name of Employer
	Period of Work
	
Post Held/Tasks Undertaken
	Capacity i.e.

Permanent /

Temporary /

Part time / voluntary

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	 
	
	
	


Briefly outline how your work experiences prepare you for the role of Youth Service Manager? (Max 200 words)

Additional information – please use this space to add any information you feel is relevant to your application:


References


Names, addresses and telephone numbers of 2 persons, not related to you, who may be contacted from whom references can be obtained. This must include your last employer.

	Name of Person & Position
	Name & Address of Organisation
	Tel

	
	
	

	
	
	



I certify that the foregoing information is a true and accurate record and I recognise that any offer of an appointment will be dependent on verification of the information supplied.


Signature of Applicant:
_______________________________________________________________

Date: 
_______________________________________________________________


Closing date for receipt of this application: 12pm on Wednesday 15th June 2011

_______________________________________________________________


The completed application forms to: Mr. Garry Moran, Chairperson Bradóg Regional Youth Service Ltd.,  C/O 34 Dominic Place, Dublin 1.

Bradóg Ltd. is an equal opportunities employer

       Job Specification

Youth Service Manager (YSM)

Overall Purpose of Post

To contribute to Bradóg Regional Youth Service as it seeks to support young people within the North West and Central Inner City area to reach their fullest potential. 

In order to successfully do this the YSM must ensure the development, management, delivery and administration of the youth work strategy, including the management of staff and facilities.  

The YSM is a senior executive manager who leads a staff team of approximately 13 paid staff and 25 volunteers. These work to provide young people in the region with a range of structured activities based on individual needs and lifestyles. 
The project recently moved to a building in a city centre location and has secured funding to develop the facility, and expand the services currently provided.  This will include upgrading of the building, the establishment of a city centre ‘youth café’, the development of facilities and skills in youth media production and the development and operation of a mobile outreach unit. 
See www.bradog.com for more information about our organisation.

Key Tasks

· Youth Work. Promote the ethos and values of community based youth work
· Programme Management. The Youth Service Manager in collaboration with the Management Team develops and manages Bradóg’s work projects, programmes and facilities as per the agreed annual plan.
· Programme Development.
· Bradóg have adopted the new National Quality Standards Framework and are in the process of complying with revised OMCYA reporting systems

· Bradóg will seek to expand the services currently provided in the area which includes 

· Upgrading of the facilities 

· Seeking additional funding to complete the upgrading of the facilities and expanding the services provided 

· Maintaining the current level of services (6 day service)

· Identify needs of young people in the catchment area and developing appropriate responses 

· Planning.  In consultation with the board and key stakeholders, including young people and their communities. 

· Update strategic plan to respond to changes in the sector and the economy as a whole

· Develop an annual operational plan for projects, programmes, facilities and to prioritise deployment of resources to achieve the stated objectives

· Advocacy, Representation, External Liaison. The Youth Service Manager will represent Bradóg in various external forums. S/he will advocate on behalf of young people and their interests. 
· Promotion of Bradóg and its programs and services.The YSM will lead efforts to promote awareness and understanding of Bradóg among target audiences. This will include ensuring the following happens 
· Updating Face book pages 

· Updating of the website

· Production and distribution of quarterly newsletters

· Production and distribution of annual reports 

· Launching of new services

· Keeping abreast of IT and social media developments among the target audience, and utilising these as appropriate  

· Finance and Administration  
· To ensure the accounting and administrative procedures are in place to comply with legal, regulatory and auditing standards
· To ensure records and reports are completed as required by board and relevant authorities 
· To meet the application and reporting procedures of all funding agencies
· To monitor and evaluate quality and effectiveness of youth work undertaken

· To inform the board of events, issues and occurrences that impact on the services’ reputation, functioning and viability 
· Personnel. 

The Youth Service Manager is responsible in collaboration with the Board 

and its staff liaison officer for overseeing the implementation of all 
appropriate statutory requirements.
·  S/he will be expected to develop and oversee the effective application of a staffing handbook which will include the gathering and implementation of relevant policies and guidelines, in line with best HR practices

· Supervision. The Youth Service Manager supervises the work of the other members of the Management Team including the project leaders and the Finance Administrator

· To recruit and manage staff, to ensure clear goals are set out for them that staff and projects are reviewed regularly, that appropriate corrective action takes place where necessary and that all relevant standards as prescribed by best practice guidelines are adhered to. 

· To ensure regular reviews on the performance and development of needs of staff members and to put in place appropriate development plans with the approval of the board
· Facilities 

· To arrange for activities to be scheduled and prioritised to maximise efficiency and effectiveness of service delivery within the centre, liaising with other groups as necessary

· To ensure that the centre and its facilities are operated to achieve the objectives set out in the plans

· To ensure the health and safety standards are adhered to at all times

· To provide security of the facilities at all time. To provide for the maintenance of the facilities to a standard as agreed with the Board

· To ensure accessibility for the target groups to the facilities

· Other Organisation and Corporate Responsibilities. 
· The Youth Service Manager will be responsible for ensuring compliance with other corporate responsibilities such as insurance, contractual agreements, application and reporting requirements to board, funders etc.

· Fundraising: 

· The Youth Service Manager of Bradóg is expected to pursue funding opportunities to support the work. This includes identifying needs and opportunities, and then preparing and submitting funding proposals and grant applications to respond to these needs and opportunities.  

· Garda Clearance Designated Person. 
· The Youth Service Manager is Bradóg’s designated person for the purposes of Garda clearance.

·  Other Tasks. 
· To carry out reasonable other tasks as requested by the Board.

· Reporting

· The Youth Service Manager reports to the Board of Directors of Bradóg Ltd.

· Bradóg is a company limited by guarantee and a registered charity. The Board comprises of local community representatives, key local agencies and funders.
· The full Board meets at least 6 times a year and has a number of sub committees; The Youth Service Manager facilitates the operation of the Board and its sub-committees.
· Ensures that Bradóg meets it’s cooperate responsibilities including complying with funders and key agencies reporting requirements. 

Salary 
· Salary will be on the relevant CDYSB scale.
Equal Opportunities Employer 
Bradóg Regional Youth Service Ltd  is an equal opportunities employer.


    Person Specification

   Youth Service Manager
  Bradóg Regional Youth Service 
Education 

Essential 

· A professionally endorsed qualification in Youth and Community Work or other relevant degree.
Desirable 

· A post-graduate qualification in management. 

Experience 

Essential 

· 5 years experience in a management role in a services organisation, where you were required to deal with a variety of stakeholders at different levels, manage a range of tasks while maintaining focus on translating policy into practice. 

Desirable 

· Management experience in the community, voluntary or statutory sector. 

· Experience of working with young people at risk

· Experience of Youth Work and work in a disadvantaged area 
Competencies 

	Essential Requirements 


	Desirable Requirements 

	· Leadership

· Strategic thinking

· Communication

· Corporate governance

· Influencing

· People management and development

· Problem solving

· Operational planning

· Financial/budgetary management

· Team working

· Negotiation

· Networking

· Representation

· Report writing  

· HR management strategies 

· Computer literacy 

· Conflict resolution

· Process knowledge

· Public Relations


	· Office management

· Performance management

· Youth development issues

· Creativity

· Relevant legal issues

· Project management

· Public presentations

· Facilities management

· Media development 




Motivation 

The Youth Service Manager in Bradóg must be committed to achieving goals through people and service excellence.  They must be results driven and have a desire to make a difference in the lives of young people. 

Personal Profile/ Aptitudes 

Bradóg are looking for a well organised person with good interpersonal skills, someone who is a clear thinker, analytical, self confident, assertive and flexible.  A person, who takes initiative, is decisive and has a clear problem solving approach to work.
Bradóg is an equal opportunities employer.
