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                                  Service Manager - Job Description


Overall Purpose of the Role

The Service Manager is responsible for developing and managing Ridgeline's social and therapeutic horticulture services.
This includes developing Ridgeline’s client base by liaising with external partners to increase the use and profile of the garden, overseeing the recruitment, coordination and support of volunteers, supporting fundraising activities and managing administrative duties.
Location: Ridgeline Therapeutic Garden, 25 Whiteknights Road, Reading RG6 7BY
Reports To: Designated Trustee (with regular reporting other Trustees)
Contract: Permanent, Part-time  15 - 20 hours per week (with the majority of time spent working from the garden). Normal hours will be Monday to Friday with occasional weekend work for plant sales etc.
Salary: £35,000 per annum pro rata (full-time equivalent, based on  35 hour week)

                                                  Key Responsibilities

Client and Therapy Service Support
· Collaborate with Horticultural Therapists to support client needs, perform initial client assessments with referrers or carers, and maintain a focus on client well-being.
· Manage client referrals and help communicate with clients, carers, transport providers, and funders.
· Assist in tracking and reporting client attendance and progress for invoicing and impact measurement.
· With the Horticultural Therapists, respond to, and where appropriate, report any safeguarding concerns in accordance with the Charity’s policy and procedures

Community Engagement and Promotion  
· Promote Ridgeline’s horticultural therapy services to potential clients and partner organisations, such as Reading Green Wellbeing Network (RGWN)
· Promote the RGWN to raise awareness of green wellbeing services
· Network within the local community and maintain strong relationships with councils and organisations.
· Lead the planning and management of fundraising events, including plant sales, to raise funds and awareness for the organisation.
· Manage and develop Ridgeline’s website and social media presence, sharing updates to raise the charity’s profile.
Garden Operations 
· Ensure Ridgeline meets all its Health and Safety obligations including regular safety checks
· Coordinate and arrange as necessary third party suppliers and trades to maintain facilities and condition of the garden and amenities. 
· Ensure the Pavilion is kept clean, stocked, and compliant with health and safety standards.
Volunteer Recruitment and Coordination
· [bookmark: _heading=h.gjdgxs]Recruit and oversee induction of  volunteers to support  horticultural therapy and garden maintenance
· [bookmark: _heading=h.ru8ez8aoh06p]Manage the volunteer schedule, organise DBS checks, and support  Horticultural Therapists  in arranging volunteer cover for sessions.
· [bookmark: _heading=h.vnwwbct14aug]Work with Horticultural Therapists to manage any performance or other areas of concern with individual volunteers
· Improve volunteer engagement through newsletters, meetings, and other communications.

Administrative Support
· Act as the first point of contact for all garden-related enquiries, directing communications appropriately
· Maintain secure and organized client and volunteer records in accordance with data protection policies
· Attend planning meetings with Trustees and provide regular reports on progress and garden management
· Operate within Ridgeline’s policies and procedures and participate in relevant training as needed.

                                                   

                                                               
                                                              Person Specification

Essential Skills and Experience
· Understanding of and experience working with individuals with mental health issues, disabilities and special needs
· Knowledge of the health and social care system and ability to work collaboratively with healthcare professionals  
· Excellent communication, with both line management and team-working experience
· Administrative experience and proficiency in IT, including Microsoft Office and social media.
· Ability to work independently and collaboratively, with strong leadership and initiative.
· Experience in facilities management
· Understanding of safeguarding vulnerable adults, children and young people and commitment to following the Charity’s policy and procedure

Desirable Skills and Experience
· Experience in volunteer management and community engagement.  
· Ability to record and track progress of clients and garden projects.
· Experience with website management and cloud-based storage systems.
· Experience or keen interest in gardening and horticulture 

Please note this post will require the processing of an enhanced DBS for the successful applicant.
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