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JOB DESCRIPTION   
  
 BUSINESS CHANGE MANGAER

Grade: 	Touchstone Pay Structure (2024) (TPS24)
*Pay points 35-38 - £45,609 - £48,713 per annum, pro-rata
Hours of work: 		30 hours per week 
Responsible to:  		Director of Finance 
Place of work:	Touchtone House
Employing body		Touchstone Board of Trustees

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

This role is fixed term for up to 3 years, with the possibility of extension.

This role will include occasionally working out of hours and weekend work. This role will also include being part of Touchstones Manager on Call rota. 


PURPOSE OF THE JOB

1. Working closely with Touchstone’s Senior Leadership Team (SLT) and Board of Trustees, to lead on time defined ‘invest to grow’ improvement and transformation programmes of work supporting the delivery of Touchstone’s strategic business plan goals and aspirations to expand and grow across West Yorkshire.  The key areas the role will be responsible for includes (not exhaustive):
· Analyse and appraise current business processes to identify inefficiencies and recommend appropriate improvements.
· Effectively leading cross-functional projects aimed at enhancing productivity, reducing costs, and improving quality. 
· To lead a comprehensive ‘changing the workplace’ estates review in accordance with the future needs of the organisation, staff and service users.  
· Support the Director of Finance enabling better IT and AI technological enhancements leading to measurable business improvement and efficiency outcomes. 
· To support the development and implementation of strategic plans for business optimisation, business intelligence, change management, and continuous improvement and sustainable growth.
· To work closely with the Director of Business & Strategic Partnerships and their team to explore income generation opportunities for example through trading, subscriptions, fundraising initiatives etc…
· Provide leadership in the development of an income generating trading arm, working alongside the Director of Strategic & Business Partnerships








KEY RESPONSIBILITIES
1. Actively leading and managing improvement projects, ensuring timely delivery and measurable outcomes, collaborating with stakeholders to analyse current business practices and recommend improvements.
2. Working closely with senior management and gain buy-in for proposed changes at all levels within Touchstone.
3. Developing and implementing strategies for continuous improvement across services, alongside senior managers.
4. Monitoring and reporting on the progress of improvement initiatives, providing regular updates to senior management and Board of Trustees
5. Supporting change management activities, including business process end to end, training and communication plans.
6. Facilitate workshops and training sessions to promote a culture of innovation and continuous improvement.
7. Ensuring compliance with relevant standards and best practices in business operations.
8. To positively represent Touchstone at a senior level with partners, stakeholders and commissioners.
9. To provide management cover as required in accordance with service/organisational requirements.
10. To provide effective leadership and support to staff.
11. To take an active role in supporting Touchstone’s SLT to deliver strategic goals and business improvement initiatives delivering innovative sustainable transformation, with measurable business benefits.
12. To support the sharing of skills, knowledge, experience and resources.
13. To coordinate and facilitate the use of new IT including AI across the organisation as required in delivering business improvement across the organisation.
14. To work with colleagues to support the development of Touchstone’s trading arm eg training arm.
15. To ensure that staff maintain full, accurate and up to data records and systems are implemented and maintained to ensure this has been achieved.

16. To ensure services and staff comply with the relevant legislation and regulations, including data protection, GDPR, safeguarding, health, safety and security.

17. To adhere to Touchstone’s financial procedures and ensure other Managers and staff are aware of these and adhere to them.

18. To deputise for the Director of Finance including attending meetings, as requested and represent Touchstone. 

LEADERSHIP AND MANAGEMENT OF STAFF

1. To provide a lead on implementing Touchstone’s Business Improvement agenda and support the delivery of the Strategic Business Plan.


2. To identify learning and development needs of staff and facilitate training and staff development opportunities, keeping accurate training records at all times.

3. To lead a small Business Improvement Team, including motivating staff, performance managing and developing staff, having one to one meetings, carrying out appraisals, setting clear performance targets and providing regular feedback.


FINANCE & RESOURCES

	1. Manage delegated budgets and ensure all expenditure is within budget and tangible benefits are realised in line with business case expectations.

	

	2. To provide leadership in developing business cases to support business efficacy and income generation in accordance with the Director of Finance.




GENERAL

1. To liaise with Senior Leadership Team (SLT) and Operations Leadership Team (OLT) to ensure the consistent implementation of Touchstone’s Business Improvement agenda in accordance with of the strategic business plan aspirations, 

2. Attend and report on performance progress to SLT, OLT, Board of Trustees

3. To work out of hours as required by the needs of the service.

4. To represent Touchstone at relevant strategic meetings within the mental health and social care sectors in West Yorkshire, when and where required.  

5. To be line managed, appraised and trained in line with the organisation’s policies, procedures and practices.

6. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness

7. To implement Touchstone’s policies and practices and always comply with the aims of Touchstone. To be committed to the organisation’s Equal Opportunities Policy and to promote this with staff, Board of Touchstone, partners, service users and carers.

8. To be an information asset owner ensuring information across services is dealt with in accordance, information governance, data protection and GDPR e.g., ensuring that DPIA’s (data protection impact assessments), data flow, service records of process activity are carried out.   Also, to prepare information in accordance with data subject access requests.

9. To ensure that your Team attend mandatory training on information governance, data protection and GDPR and Policies are adhered to e.g., Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g., service user data. 

10. To be aware of and employ the general practices of Touchstone’s Health and Safety and Safeguarding Policies and ensure these are always adhered to

11. To be aware of and follow the principals of Trauma Informed Practice.

12. To take part in the ‘Manager On Call’ Rota, providing assistance to Touchstone staff during out of office hours, should this be required.

13. To undertake any other duties as directed by Senior Management that may reasonably fall within the scope of the post.
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