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Deputy Manager                                    Reference: 83711 
Wigan Mental Health Services 

 
Thank you for your interest in the above post, please find the specific role requirements and duties 
for this post detailed within this document. When completing the application form you may submit 
additional documentation, however we cannot accept a CV as a completed application. 
 
 

Closing Date: 26 December 2025 
 
 
Once you have submitted your application form allow 7 working days after the closing date for a 
response. Please return the application form by email to recruitment@creativesupport.co.uk or by 
post to Recruitment, Creative Support, Head Office, Wellington House, 131 Wellington Road, 
Stockport, SK1 3TS.  
 
 
We are very much looking forward to receiving a completed application from you. 
 
 
Yours Faithfully 
 
 
Recruitment Department 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Creative Support Ltd, Head Office 
Wellington House Tel:  0161 236 0829 
131 Wellington Road Fax: 0161 237 5126 
Stockport               recruitment@creativesupport.co.uk 
SK1 3TS                www.creativesupport.co.uk 
 



 

    Page Number: 2 

All employees are subject to enhanced DBS checks  

 

JOB DESCRIPTION – DEPUTY PROJECT MANAGER  
Wigan Mental Health Services 
 
Hours:   37.5 per week (flexible - will include some evenings, weekends, public 

holidays, according to the needs of the projects, to be agreed with the line 
manager) 

 
Responsible To:  Registered Manager/Senior Operations Manager 
 
The Role:                           Deputy Manager 
 
To have responsibility for the overall operational management of mental health services in Wigan, 
working alongside the Registered Manager. To deputise for the Registered Manager in her absence.  
To ensure that the service provided is responsive to the needs and preferences of service users. To 
ensure that all contract requirements and expectations are fully met.  
 
To manage and supervise a team of Support Workers. Senior Support Workers and Service Co-
ordinators, ensuring good practice and the highest standards of care and support are maintained at all 
times.  
 
To ensure that service users receive individualised person centred support which enables them to 
enjoy a fulfilling and valued life, to participate in the community and develop their skills/abilities.  To 
ensure health, safety and well- being are paramount to practice. 
 
To promote independence, choice, control and to support the service users to maintain good physical 
and mental wellbeing. 
 
Staff Management, Supervision and Administration: 
1.1 To deploy and co-ordinate a team of Support Workers as efficiently as possible in relation to 

the needs and preferences of service users and their Personal Support Plans. 
 
1.2 To provide staff with personal support, coaching, informal/formal supervision and to 

undertake regular appraisals. 
 
1.3 To ensure that staff training and development needs are identified and met and that all 

training undertaken is recorded. 
 
1.4 To ensure that staff understand and are committed to the values and objectives of the service 

and Creative Support. 
 
1.5 To promote and nurture good practice and to coach staff regarding policy and practice issues. 
 
1.6 To coach, train and supervise students on placements. 
 
1.7 To organise the recruitment and selection of support staff, ensuring the involvement of service 

users. 
 
Support of Service Users: 
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2.1 To assist the Registered Manager in responding to new referrals to the service, ensuring 
appropriate communications take place with referring agencies and potential service users and 
their families. 

 
2.2 To undertake an assessment of a prospective tenants care and support needs and preferences, 

making recommendations with regard to the appropriateness and urgency of the referral. To 
participate in allocation panel meetings. 

 
2.3 If required, ensuring that a full financial assessment of service users is carried out prior to their 

acceptance to the service.  
 
2.4 To welcome new service users and their families to the service, to offer practical and 

emotional support in the process of moving in and to ensure that they are able to settle into 
their accommodation. 

 
2.5 To maintain excellent communication with family members (as/when required) and significant 

others. To promote family involvement in the ongoing delivery of Personal Support Plans and 
activities. To work positively and collaboratively with families and carers in the delivery of 
support. 

 
2.6 To agree an appropriate Personal Support Plan with each tenant, which takes account of their 

full ranges of needs, in conjunction with other agencies providing support. To ensure that 
these plans are regularly revised and updated and that case records are maintained in the 
required format. 

 
2.7 To ensure all Support Plans are person centred and focus on individual strengths, wishes and 

aspirations of service users. 
 
2.8 To support tenants to maintain personal and life skills and to work with them to establish a 

positive lifestyle and routine which includes social, leisure and recreational activities. To 
ensure that the activity programme is delivered as planned. To promote access to community 
resources as well as use of on-site activities. 

 
2.9 To provide individual support in relation to counselling needs and to refer tenants for 

professional advice and counselling when the needs arise e.g. bereavement counselling.  
 
2.10 To mediate between service users in the event of conflict and to ensure that good 

communications exist between service users. 
 
2.11 To involve service users as fully as possible in decisions regarding their own support and the 

running of the service.  
 
2.12 To ensure that personal care is provided in a way that protects individual dignity and respects 

choices and preferences. 
 
2.13 To ensure that tenants have access to all primary and secondary health care services and to 

liaise effectively with healthcare professionals and agencies regarding the welfare and 
wellbeing of service users. To assist tenants in meeting their personal health care needs and 
maintaining a healthy diet and lifestyle through offering appropriate advice and support.   
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2.14 To advocate for service users in relation to other agencies and to ensure that they are able to 
access the services they need and that their rights and entitlements are respected. To refer to 
sources of external advocacy when required.  

 
2.15 To liaise closely with the care manager and other members of the multi-disciplinary team with 

regard to the progress of service users. 
 
2.16 To work positively with the local community and develop excellent links with key local groups. 
  
2.17 To maintain effective administrative procedures and financial control systems in liaison with 

Registered Manager and the Finance Department. 
 
2.18 To maintain excellent communication and effective partnership working with members of the 

multi-disciplinary team (MDT). 
 
2.19 To assist in recording and investigating accidents and incidents within the service and to take 

appropriate follow up action. 
 
2.20 To ensure that service users and families are aware of the Complaints Procedure and to assist 

in investigating and resolving complaints where appropriate. 
 
2.21  To promote the safety and protection of vulnerable adults by ensuring that all safeguarding 

issues and concerns are reported promptly in accordance with Salford City Council and 
Creative Support’s Safeguarding Policies. 

 
2.22 To help develop and participate in monitoring and evaluation procedures. 
 
2.23 To assist in the formal review of the service at regular intervals.  To collect and collate relevant 

statistical information including ethnic monitoring figures. To develop and participate in the 
evaluation of outcomes for the service users.  To ensure that any quality assurance measures 
are implemented. 

 
Health and Safety: 
3.1 To be aware of and to implement Health & Safety regulations and procedures. 
 
3.2 To ensure that all staff for whom the post holder is responsible, understand their 

responsibilities and are aware of any relevant policies and procedures with regard to health 
and safety. To ensure that all accidents, hazards and health and safety concerns are promptly 
reported. 

 
3.3 To keep the first aid box well stocked and accessible.  To act as the designated Senior First 

Aider for the Project, attending such training as is necessary to perform this role. 
 
 
 
Other: 
4.1 To provide regular verbal and written reports to line manager. 
 
4.2 To accept regular support and supervision from line manager. 
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4.3 To carry out all work in a manner consistent with the aims and principles of Creative Support. 
 
4.4 To comply with and to implement the Equal Opportunities Policy of Creative Support. 
 
4.5 To maintain confidentiality at all times, in accordance with agreed policy 
 
4.6 To identify own training needs in discussion with line manager and to attend training events 

and courses as required. 
 
4.7 To observe any written policies, procedures and guidelines for good practice agreed by 

Creative Support. 
 
4.8 All employees should be aware that due to the nature of work Creative Support undertakes 

there is a requirement to support service users with daily living skills and individual activities 
which will include moving and handling and may involve supporting people with personal 
care needs 

 
4.9 In accordance with the Health and Social Care Act 2008, to actively participate in the 

prevention and control of infection within the capacity of the role.  
 
4.10 Any other duties as required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

PERSON SPECIFICATION – DEPUTY PROJECT MANAGER 
Wigan Mental Health Services 
 

  
QUALITIES REQUIRED  

How 
Assessed 

Essential/ 
Desirable 
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1 Good interpersonal skills Interview Essential 

2 Interviewing & assessment skills Interview Essential 

3 Good written and verbal communication skills and ability to listen 
sensitively to others 

Interview Essential 

4 A relevant health or social care qualification e.g. NVQ level 3, 4, 5  
or equivalent 

Application Essential  

5 Knowledge of service provision for adults Application 
& Interview 

Essential 

6 Ability to work in a confident and assertive way with others Interview Essential 

7 Ability to work in a flexible way, adapting to changing circumstances Interview Essential 

8 Ability to organise and prioritise own work Interview Essential 

9 Ability to coach, develop and provide leadership to staff and 
students on placements 

Application 
& Interview 

Essential 

10 Ability to promote good practice with regard to the care and support 
of service users 

Application 
& Interview 

Essential 

11 Ability to promote good inter-agency working and to gain the 
confidence and respect of other professionals 

Application 
& Interview 

Essential 

12 Ability to support staff, promote team cohesion and motivate 
others 

Interview Essential 

13 Commitment to the aims and principles of Creative Support Application 
& Interview 

Essential 

14 Understanding of the Equal Opportunities Policy adopted by 
Creative Support and the implications for the Project 

Interview Essential 

15 Experience of networking and liaising with a wide range of care 
professionals and agencies 

Application 
& Interview 

Essential 

16 Experience of co-ordinating a range of services to individuals Application 
& Interview 

Essential 

17 Experience of drawing up duty rotas and deploying staff in 
accordance with assessed needs 

Application 
& Interview 

Desirable 

18 Experience of enabling others to acquire skills and independence Application 
& Interview 

Essential 

19 Experience of leading/ working in a team and in groups Application 
& Interview 

Essential 

20 Experience of dealing with conflict and difficult emotions Interview Essential 

21 Experience of managing services, co-ordinating services and  
Supervising staff 

Application 
& Interview 

Essential 

22 Warm, respectful and positive approach when working with service 
users 

Interview Essential 

23 Willingness to work flexible hours according to the needs of the 
project/projects by mutual agreement 

Interview Essential 

24 Willingness to attend training courses and events Interview Essential 

25 Willing to participate in regular supervision with line manager Interview Essential 

TERMS AND CONDITIONS – DEPUTY PROJECT MANAGER 
Wigan Mental Health Services 
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Hours of Work:  
Full time hours are 37.5 per week. To be worked flexibly on a rota which will include evenings, 
weekends and public holidays according to the needs of the service. 
 
Disclosure Check: 
All appointments will be subject to DBS enhanced disclosure checks. 
 
Probationary Period: 
The first four months will constitute a probationary period. When this is successfully completed, 
employment will be confirmed.   
 
Holidays:  
25 days plus 8 statutory days pro rata  
 
Part Time Work:  
Please note that annual leave and other entitlements are calculated on a pro-rata basis for employees 
working less than 37.5 hours. We take a positive view of part-time work and will consider reasonable 
requests for part time hours for a minimum of 15 hours per week. 
 
Sickness Policy: 
Creative Support operates a discretionary company sick pay benefit scheme which is for the 
purposes of preventing hardship during times of serious illness. The eligibility criteria and conditions 
for payment of Company Sick Pay (inclusive of SSP) are shown in the Employee Handbook. You may 
be eligible for Company Sick Pay benefits subject to compliance with these criteria as follows:- 
 

• Creative Support do not pay for the first three days of any sickness absence. 

• First twelve months service - Not eligible for Company Sick Pay though you may be entitled to 

SSP. 

• Twelve months to twenty four months service - Up to a maximum of four weeks at full pay. 

• Twenty four months plus service - Up to a maximum of eight weeks at full pay followed by four 

weeks at half pay. 

 
 
Pension: 
Creative Support operates an auto-enrolment pension scheme with the People’s Pension. 
 
Death in Service Life Assurance: 

Salary: Up to £14.32 per hour 

Point One:   £14.06 per hour 

Point Two:   £14.32 per hour  

Please Note:  
Our pay date is the 15th of each month (or the Friday before if this falls on a Saturday or 
Sunday). You will be paid in arrears for the previous 4/5 weeks, dependent on your starting date 
within the month. Starting pay points are allocated upon commencing the role based on criteria 
inclusive of experience, current specialism, salary and qualifications. 
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Creative Support has arranged death in service life assurance for all staff aged 18 – 65 who have 
permanent contracts. This policy pays out a sum equating to two times basic annual salary. 
 
On-Call Rota: 
Senior staff will be required to participate in an on-call rota for which appropriate payments will be 
made.  
 
Discretionary Benefits: 
Creative Support offers all staff a range of discretionary benefits in addition to statutory benefits. 
These include: 
 

• Paid paternity leave 

• Enhanced maternity leave 

• Compassionate leave  

• Carers leave 
 
Employee Counselling Service: 
All staff, their partners and members of their household have access to an independent confidential, 
24 hour telephone counselling service and to legal and financial advice.  In addition, up to 6 sessions 
of face to face counselling can be obtained. This service is delivered by professionally qualified and 
supervised counsellors and is provided free of charge. 
 
 


