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Service Development Manager – Sexual Violence Services – April 2022. 

Role Profile 

Job title: Service Development Manager – Sexual Violence Services 

Hours: 37.5 per week. 

Reporting to: Chief Executive 

Salary: £26,000. 

Contract length: 12 months with possible extension. 

Base: Neath. 

Overview of Calan DVS: 

Calan DVS is a domestic abuse charity in Wales who are committed to working in partnership to end 
domestic violence and abuse. Our staff are passionate about what they do and deliver the much needed 
services to support some of the most vulnerable people in society. 

Our vision: 

At Calan DVS, our vision is to work towards safe and resilient communities free from domestic and sexual 
violence     and abuse. To achieve this, we aim to relive the distress, suffering and poverty experienced by 
people exposed to domestic violence and abuse. We also aim to educate the public regarding the causes 
and effects of domestic abuse along with prevention methods. 

Purpose of the role: 

The Service Development Manager will be joining Calan at a pivotal stage as we work towards launching our 
new service to support victims of sexual violence and abuse via The Lotus Project. 

 
This key role is responsible and accountable to the Chief Executive.  The post holder will work closely with 
the Chief Executive and Operations Manager to lead and support the development of a high-quality service 
for victims of sexual violence and abuse. 

 
The Service Development Manager will be responsible for contributing to the development of practices 
within the sexual violence service alongside sector experts and ensuring the highest standard of services are 
delivered to clients based on risk, need and choice.  

 
This post holder will also support the Chief Executive to raise the profile of Calan as a leading sector expert 
and a provider of high-quality victim and survivor services. 

Main objectives: 

• To support with the development stage of the service and implement actions required to build a 

needs-led Sexual Abuse and Violence Service.  

• Structure, identify and organise the first key steps of developing a new Sexual Abuse and Violence 

Therapy Service. 

• Support with the development and launch of the Sexual Trauma and Recovery Centre (The S.T.A.R 

Centre based in Neath).  

• Develop an appropriate referral pathway for female victims of SV to access the S.T.A.R. centre, 

recovery programmes and counselling. 

• Identify partnerships with key local agencies fundamental to the success of the service.  

• Identify and develop relationships with fully trained and volunteer counsellors.  

• Develop and co-ordinate a system of sexual violence referrals to specialist counsellors.  

• Plan information events and awareness raising sessions to encourage local engagement.  



  

2 | P a g e  
 

Service Development Manager – Sexual Violence Services – April 2022. 

• Promote trauma informed and victim centred responses from internal and external services of 

first disclosures i.e., how to action a direct referral.  

• Keep informed of community development, responses, and approaches. 

• Prepare appropriate data required by funders. 

• Ensure the service recognises the needs and concerns of a diverse range of survivors and 

addresses them appropriately by working proactively to ensure that a non-discriminatory service 

is accessible to all eligible clients. 

• Oversee both the effective and timely allocation of all referrals to the service and the 

management of those referrals in accordance with capacity. 

Performance and Quality 

• Monitor, support and report on action plan and progress of the service development. 

• Develop appropriate paperwork and support pathways.  

• Develop appropriate data recording system, in-line with Calan’s case management system. 

• Develop and work to the objectives contained in your individual work plan. 

• Monitor and ensure the completion of any funding and outcomes reports. 

• Provide regular and appropriate reports to the Leadership Team. 

Service User Engagement and Participation 

• Ensure regular and appropriate opportunities for service user feedback. 

• Ensure that service evaluations are completed at appropriate and timely intervals. 

• Facilitate service user engagement events ensuring that individuals have an opportunity to 

feedback and shape future service development. 

Safeguarding 

• Ensure that any safeguarding matters are dealt with in accordance with Calan DVS 
safeguarding policies and procedures. 

Finance 

• Monitoring allocated budget. 

HR Responsibilities 

• Responsible for the recruitment and appointment processes for project team members along with 
the Chief Executive. 

• Line manage individual team members including induction and the provision of regular 
supervision and appraisal in line with Calan DVS policies and procedures. 

• To ensure effective individual work plans and objectives are set for each team member. 

• To identify training opportunities and requirements for project staff which are relevant and assist 
in project enhancement and delivery. 

• Deal with staffing matters in accordance with organisational policies. 

Organisational/General 

• Participate in relevant training and opportunities to increase and develop knowledge. 

• Ensure that all work is conducted to the highest professional standards. 

•      Follow Calan DVS Equal Opportunity Policy and Diversity Strategy and observe the standard of 
conduct which prevents discrimination taking place. 

• Lead, attend and participate in team meetings.   

• Prepare for and participate in supervision, appraisals and team reviews. 
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• To work flexibly by participating in a rota including working shifts and providing cover as required 
ensuring that each service user is provided with an appropriate level of support. 

• To be familiar with, work within and deliver services in accordance with all Calan DVS policies and 
procedures and legal and regulatory requirements. 

• To work in partnership with other agencies and organisations and represent Calan DVS at external 
meetings, public events, conferences.  

• To maintain clear and up to date records, preparing reports and correspondence as appropriate in 
accordance with Calan DVS policies and procedures.  

• Remain up-to-date and compliant with all organisational procedures policies and professional codes 
of conduct and uphold standards of best practice. 

• Work within Calan DVS Codes of Practice. 

Health and Safety 

• To ensure the Health and Safety (H&S) of The Lotus Project staff, volunteers and others within office 
locations and project delivery settings. 

• To attend organisational H&S working groups to represent The Lotus Project. 

• To abide by the guidance and legislation as set out in the Calan DVS Employee Safety handbook. 

Other Duties and Responsibilities 

• Assist with organising and take part in promotional, educational and funding activities as required.  

• Ensure that all activities are within Calan DVS budgets. 

• Work flexibly to provide the service which may include weekend and evening work. 

• Work flexibly to cover for other posts as required/appropriate. 

• Work within Calan DVS Codes of Practice. 

• Maintain confidentiality in relation to service users, staff and projects. 

• To undertake any other duty reasonably requested by their Manager/Management. 

This job description is indicative of the range of current duties and responsibilities of the post, it is not 
comprehensive.  It is inevitable that the duties will change as the role develops, and it is essential, therefore, 
that it should be regarded with a degree of flexibility, so that changing needs and circumstances can be met, 
all changes will be discussed fully.  
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Person Specification 

Essential: 

You will be able to demonstrate the following key knowledge, skills, behaviours and experience: 

• Minimum two years’ experience in working with victims of sexual violence. 

• A recognised domestic abuse or sexual violence accreditation or demonstrable practical 
knowledge of relevant roles (including IDVA, Outreach, ISVA etc.) 

• A proven track record of frontline work in relation to domestic abuse and sexual violence 
including risk assessment, needs assessment and safety planning. 

• Knowledge of Safeguarding criteria and referral process. 

• Demonstrable experience of Programme management. 

• Experience of managing and monitoring budgets. 

• Experience of reporting on project outcomes, milestones and within specified frameworks. 

• Experience of service user consultation and participation. 

• Experience of providing supervision to staff. 

• Well-developed organisational, administrative and IT skills. 

• Excellent communication skills, both verbal and written. 

• Excellent numeracy and literacy skills. 

• Knowledge / qualification in Health and Safety or the ability to successfully complete relevant 
training. 

• Ability to motivate staff and delegate appropriately. 

• Proven ability to work effectively and appropriately with confidential issues. 

• Confident and effective in dealing with difficult/sensitive situations. 

• Ability to meet deadlines and the ability to prioritise workload whilst under pressure. 

• Ability to deliver presentations to a variety of audiences. 

• An understanding of equal opportunities and its practical application. 

• A proven ability to work as a member of a team . 

• A flexible approach to working hours. 

• Knowledge of relevant legislation concerning adults, children and young people.  

• Experience of advocating for vulnerable people. 

Desirable 

• Degree or equivalent in a relevant field, i.e. social care or health and/or Management 
qualification. 

• Project management qualification. 

• Qualification or training in domestic abuse. 

• Experience of working within the voluntary / third sector. 

• Ability to speak Welsh. 

• A willingness to undertake and successfully complete further qualifications as deemed 
necessary.  

 


