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JOB DESCRIPTION 

 
POST:   Assistant Director  
     
DIVISION:   Children & Family Services 
 
RESPONSIBLE TO: Director of Children and Family Services  
 
SALARY:    £43,863 to £50,227 per annum    
 
Children 1st, VISION and VALUES 
 
Our vision is that children in Scotland will be safer, will grow up in strong, resilient 
families and will have access to early help and support when they need it. They will 
have their rights protected in all areas of their lives. Prevention of harm to children, 
stronger, more resilient families and communities, greater respect for children’s rights 
and strong partnerships and community engagement will be our measure of success.  
 
Our core values guide how each one of us works in our individual day to day job: 
 

• Respect - Treating everyone with respect and fairness  

• Integrity - Being responsible and accountable 

• Participation - Involving others in our work  

• Excellence – Striving for the highest possible standards 
 
GENERAL PURPOSE 
 
The post holder will be a member of the Children and Family Services (C&FS) 
Management Team and will assist the C&FS Director by: 
 

• Ensuring the effective management of service delivery in a particular region of  
Scotland or area of service delivery. 

• Assisting in strategic planning and the development of new work. 

• Undertaking a lead practice and policy development role in relation to specific 
areas of our work and activities. 

• Promoting the aims and values of Children 1st. 
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KEY RESULTS AREAS 
 
1. Operational Management Role 
 

• As part of the CFS senior management team take responsibility for the overall 
planning, delivery and management of services locally and nationally. 

 

• To protect and fulfill children’s rights and work to keep children where they are safe 
and loved in line with #The Promise 

  

• To undertake line management responsibility for the work of services in one 
geographical or thematic area of service or activity through the support and 
supervision of the Service(s) Managers. 

 

• To be responsible for the recruitment, selection and induction of Service(s) 
Managers and other staff as required. 

 

• To ensure annual appraisals of Service(s) Managers and other relevant operational 
staff are carried out. 

 

• To monitor and support performance including the development and training needs 
of the Services Managers and of their staff.  

 

• To be responsible for managing the Children 1st Disciplinary, Grievance and 
Complaints Procedures in relation to staff in their area and assist where necessary 
in other areas or departments. 

 

• To ensure the management and reporting of budgets within agreed levels and 
approve budget changes in accordance with agreed authority. 

 

• To ensure that the views of our stakeholders especially children and their families 
are taken into account in the planning and delivery of services and all that we do. 

 

• To ensure that each service works to an annual business plan, developed in line 
with the overall departmental and organisational plan reflecting the views and 
feedback of children and families. 

 

• To develop evaluation and quality assurance systems which are outcomes focused 
based on agreed standards and demonstrate best value. 

 

• To ensure adequate management, review, workload management and information 
gathering are operating within the services. 

 

• To be responsible for managing change, agreed at a strategic level, including that 
associated with the negotiation of new contracts, transfer, re-development or 
closure of services. 

 

• To give management support to the recruitment, training and support of volunteers 
in services. 
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2. Strategic Planning and Development Role 
 

• To contribute to the development and implementation of Children 1st strategic 
objectives and business plans, with particular emphasis on a corporate and high 
quality approach across the organisation. 

 

• To take a lead role in national work and national services where appropriate and 
required e.g. quality assurance, evaluation, research. 

 

• To promote partnerships and networking with both statutory and non-statutory 
agencies for the purpose of influencing and promoting best practice and system 
shift. 

 

• To identify and develop opportunities for new services, partnership and activity 
developments and report on their viability. 

 

• To draft detailed proposals and develop new work to enable Children 1st to make 
full and effective use of externally available resources. 

 

• To take a lead role as required in implementing specific policy or developmental 
initiatives and innovation. 

 

• To prepare implementation plans in respect of successful service development bids 
and other projects that Children 1st may wish to pursue. 

 

• To take a lead role in the development of new services as required, involving 
appropriate cross organizational supports (e.g. Finance, Human Resources, 
Legal). 

 
 
3.   Practice and Policy Development Role 
 

• To undertake a lead practice and policy development role in designated areas of 
work for the purposes of protecting and fulfilling children’s rights, enhancing 
practice and policy, achieving consistency in standards of practice and contributing 
to policy decisions. 
 

• To strengthen Children 1st’s public policy by ensuring it is informed by our work. 
 

• To make an active contribution to/participate in relevant professional events (e.g. 
seminars, conferences etc.) and dissemination of any useful information.  

 

• To regularly update personal knowledge base concerning the latest best practice 
and research findings and relevant changes to legislation, statutory instruments 
and codes of practice and using the knowledge gained in policy and practice 
discussions. 
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• To promote the involvement of volunteers in all aspects of our work. 
 
 
INTERNAL AND EXTERNAL RELATIONSHIPS: 

 

Internal 

• To develop excellent working relationships across the whole organization for the 
benefit of meeting strategic priorities and protecting and fulfilling children’s rights. 

 

External 

• To promote and effectively represent Children 1st  in a wide range of situations.                   
 

• To develop effective relationships with a wide range of external partners and 
agencies, statutory and voluntary organisations, government agencies, funding 
bodies and commercial sponsors to advance the purpose of the charity for children 
and families.    

 

• To undertake as required public speaking engagements (e.g. seminars and 
conferences and fundraising events). 

 
 
ADDITIONAL DUTIES 
 
Any additional duties will normally be to cover unforeseen circumstances or changes 
in work, and will usually be appropriate and compatible with the regular type of work. 
If an additional task or responsibility becomes a regular or frequent part of the job, it 
will be included in the job description in consultation with the post holder. 
 
ADDITIONAL RESPONSIBILITIES 
 

• To be committed and adhere to Children 1st, vision and values. 

• To comply with Children 1st Child Protection and Wellbeing and Adult Protection 
policies and procedures and with National Guidance. 

• To comply with Children 1st code of conduct (All Children 1st staff) and Codes of 
Practice for Social Service Workers and Employers (specific to Children and 
Family Services Divisional staff).  

• To actively consider the involvement of children, young people and families with 
whom we work, in all areas of practice and to implement the Children 1st 
Participation Standards. 

• To actively consider the involvement of volunteers in all areas of our work and to 
implement the Children 1st Volunteer Development Policy. 

• To observe all health and safety requirements. 

• To work within and promote policies in relation to Equal Opportunities and anti-
discriminatory practices and be intentional in overcoming barriers for any person 
in particular in anti- racist practice and values. 
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PERSON SPECIFICATION 

 
POST:  Assistant Director  
 

AREA  ESSENTIAL  DESIRABLE 

Qualifications • Educated to degree level  

• MSW/DipSW or equivalent 
qualification level and relevance 
 

• Relevant management 
qualification or evidence of 
further formal management 
development relevant to post 

Experience  • Substantial post qualifying 
experience in work with children, 
young people and families, 
including experience of child 
protection processes 

• Significant and relevant middle 
management experience within 
social work or a social care 
organisation 

• Experience of identifying potential 
new service areas, negotiating and 
establishing new developments 

• Experience of reviewing/auditing 
needs and services 

• Ability to establish appropriate 
strategic partnerships to develop 
innovative and effective plans 

• Experience of developing 
quality assurance systems 

• Experience of practice and 
policy development 

Knowledge • Knowledge of issues which impact 
on children, young people and 
families stemming from: 

• Legislation 

• Developments in professional 
practice 

• Trends in social policy 

• Knowledge of Adult and Child 
Protection policies and procedures 

• Understanding of outcome focused 
service planning and evaluation 

• Knowledge of statutory structures 
relating to Children & Family 
services and the implications of this 
for a voluntary child care 
organisation 

• Knowledge of quality 
systems  
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• Demonstrate the professional skills 
required to respond to a diversity of 
cultures, individuals and 
environments 

• Knowledge of disciplinary, 
grievance and other Human 
Resource issues 

Skills 
 
 
 
 
 
 
 

• Ability to apply a business planning 
approach 

• Marketing & negotiating skills 

• Analytical and decision making 
skills 

• Ability to consult with and engage 
service users and others 

• Change management 

• Budget and financial skills 

• Understanding 
commissioning processes 
within local government 

• Experience of staff training 
and development 

Other • Producing clear and concise written 
material, including briefing papers 
and project proposals 

• Good presentation and negotiating 
skills 

 

 • Good interpersonal skills 

• Ability to provide effective 
leadership to staff 

• Effective time management and 

•      ability to meet deadlines 

• Determining priorities and 
setting realistic timescales 

 • Ability to travel to a variety of 
locations and to attend meetings 
outside normal working hours 
including some overnight stays 

• Ability to work flexible hours in line 
with service delivery requirements 

• Commitment to Children 1st, vision 
and values  

• Commitment to and understanding 
of the principles of participation 

• Understanding of and commitment 
to the principles of involving 
volunteers 

• Commitment and promotion of 
equal opportunities and anti-
discriminatory practices at work 

• Awareness of personal 
responsibility in relation to health 
and safety  

• Full driving licence 

• Access to own vehicle 

 


