
 

 

 
 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

INTRODUCTION 
 

Community Led initiatives are a lived experience organisation that believes in the capacity 

for human change. We support those who have been through the criminal justice system, 

have been affected by drug and alcohol addiction, homelessness or mental health issues. 

We help them to overcome the barriers which may be preventing them from achieving 

their goals. 

 

We inspire people to believe that change is possible. We seek, recruit and develop 

employees who personify change as they will have encountered and overcome many of the 

barriers which the people we support will face.  

 

We provide one-to-one peer support and group work activities to help the people we work 

with to achieve their personal goals. In addition to addressing their practical and emotional 

needs we help them to develop a new positive sense of self. By the end of our mentoring 

relationship, the people we work with feel empowered to move their lives forward 

independently and build upon the successes achieved with us. 

 

Many of the people we work with go on to volunteer here at CLI to help build their CV, 

develop skills, gain meaningful work and bring utility to their past. And we are proud to say 

that a significant number of CLI mentoring programme graduates go on to become long term 

ambassadors for change. 

 

We work in partnership with other organisations that are striving to deliver positive impacts, 

support change, and share our commitment and values.  

 

And we actively welcome those with lived experience of offending, addiction, homelessness, 

or mental health issues as part of our team. Where others see risk, we see opportunity.  

 

We believe everyone deserves to feel valued, to be happy, to belong.  

 

 

Service Manager 
 

Team:    Bolton Recovery 

Location:   Bolton   

Salary:  £32,000 to £36,500 per annum (dependent on experience) 

Working Hours: 37.5 per week 

Contract Type: Permanent 



 

 

JOB SUMMARY 
 

As Service Manager, you will work closely with the Head of Delivery in managing the 

successful delivery of service operations for the Bolton contract. You will lead and motivate 

staff to deliver a high performing; effective services centered around the needs of the people 

we support. You will act as an ambassador for CLI locally and will work closely with the Head 

of Delivery and external stakeholders such as commissioners and partner agencies to grow, 

improve and develop the services.  

 

The role will involve working with external stakeholders and linked providers to ensure the 

delivery of services is in line with the contract and funder requirements whilst ensuring it is in 

line with CLI’s strategic plan, mission and values. It is essential that you have excellent 

management skills with the ability to problem solve and communicate effectively to your 

team to ensure the team understand their responsibilities and CLI’s mission. 

 

KEY DUTIES & RESPONSIBILITIES 
 

• To manage the service delivery of the Bolton contract.  

• To grow, improve and develop the services with the support of the Head of Delivery.  

• To have overall responsibility for the Bolton team ensuring you are informed and up to 

date with employee performance.  

• To lead and develop effective relationships with partner agencies and other stakeholders 

within and connected to the Bolton contracts.  

• To liaise effectively with local organisations and other relevant agencies to support the 

development of stakeholder networks which provide opportunity of rehabilitation for 

people engaged in the service.  

• To promote and embed the workplace values of CLI within the team.  

• To ensure the delivery team participate in, as appropriate, training, research, and other 

developmental activity relevant to improving performance and standards of practice.  

• Participate in the development of evidence-based practice within CLI’s model of service 

delivery.  

• Promote high standards of person-centered practice amongst the team in line with our 

organisational values.  

• To ensure that you are up to date on all relevant policies and procedures in line with local 

and governmental frameworks.  

• To support the progress and development of CLI’s Strategic Workplans and implement 

and oversee relevant operational work plans. 

• Ensure projects have the required resources and capacity to successfully deliver the 

contracts and achieve required service response, quality, and performance indicators.  

• To identify and resolve any performance issues among the delivery team ensuring you 

seek the advice of HR.  

• Monitoring performance against targets and deliverables for the contract and contribute 

to ensuring contractual and regulatory compliance. 

• To maintain highly effective administrative and reporting processes, including the 

collation of performance data and preparation of contract and Director reports. 

• Reporting contract performance trends and issues to the Head of Delivery and SMT.  

• Seek to improve his/her own performance, contribution, knowledge, skills and participate 

in training and developmental activities as required.  

• Comply and ensure the implementation of CLI’s policies and procedures.  

• Carry out such other relevant duties, as required.  

 

 



 

 

 

 

 
 

Qualifications & Experience Essential Desirable 
Experience of managing the delivery of a service, contract or project. 

  
Experience of managing, supervising and coaching employees and/or 

volunteers, motivating them to drive success and positive outcomes.    
Experience in inter-agency working and building and maintaining strong, 

positive relationships with partners and stakeholders.   
Experience of producing detailed reports to a high standard including 

performance reports.    
Knowledge Essential Desirable 

Comprehensive knowledge and understanding of the criminal justice 

system, homelessness, mental health, substance misuse and the work of 

Probation services. 
 

 

A comprehensive understanding of best practice when working with 

individuals across different areas of challenge.  
 

Knowledge of how to assertively motivate, empower, challenge and develop 

people.  
 

Skills & Attributes Essential Desirable 
Excellent interpersonal, communication and presentation skills with excellent 

attention to detail.   

Effective time management skills with the ability to prioritise work, handle 

conflicting demands and meet tight deadlines. 
  

Excellent IT skills, including Microsoft Office software and previous 

experience of working with other systems and databases.   

The ability to be creative and forward thinking, with a “can do” and solution 

focused attitude when faced with challenges that may require flexibility, 

adaptability and resilience. 
  

Demonstratable coaching skills with the ability to bring out the best in their 

team.   

Inclusive, collaborative and approachable manager. 
  

Ability to confidently lead, influence and embed, company culture, change 

and new ways of working.   

Flexible and responsive approach whilst understanding the context and 

people.   

Strategic awareness and critical thinking skills. 
  

Data management, analysis and report writing skills. 
  

Project management skills. 
  

Other Essential Desirable 
Current driving license, use of car and appropriate business use insurance. 

  

Ability to work across Bolton to meet service delivery demands when 

required.    

Be able to display a thorough understanding and commitment to the 

protection and safeguarding of vulnerable people.   

PERSON SPECIFICATION 



 

 

 



 

 

 

 

       
 

 


