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Role: Communities Development Manager 

		


	Post:
	Communities Development Manager 

	Location:
	Hybrid working, with a minimum of 40% of working time based at the Yeadon office in Leeds. Mondays and Thursdays are mandatory office days.

	Contract:
	Full-time, 34.5 hours per week. Some evening work will be required, with equivalent time off provided through the organisation’s flexible working arrangements.

	Reports to:
	Director of Services 

	Direct Reports:
	Peer Support Officers, counsellors 

	Band:
	E 

	Last reviewed 
	Oct 2026



Purpose of Role:

[bookmark: _Hlk150165576]At Epilepsy Action we are committed to creating a world without limits for people with epilepsy. All our roles contribute to achieving our ambition.

The key purpose of the role is to contribute to the delivery of the services strategy by developing opportunities to increase and improve services for people affected by epilepsy in their communities. Your leadership will ensure that people affected by epilepsy can access the right support at the right time, whether through peer support, counselling, community-based activity, referral pathways or connections with local services. You will extend the reach and impact of our services by reducing barriers to participation and building sustainable community partnerships.

Our Information and Support Hub brings together services that help people affected by epilepsy to understand and manage their condition. Services are delivered through multiple channels to provide accessible support when and where it is needed. Peer support, counselling, support groups and volunteers are central to this offer.

The Communities Development Manager leads the delivery of accessible, inclusive community services for people affected by epilepsy. The role is responsible for peer support and counselling services, strengthening referral pathways and partnerships, reducing barriers to participation, and using lived experience and service data to improve reach, quality and impact.

Accountabilities:
This role is accountable for:
· Managing a high performing team to deliver high quality, targeted and tailored services for people affected by epilepsy across the UK. 
· Operational management and continuous development of the UK wide peer support and counselling team. 
· Support the development of new and ongoing services including developing new proposals.  
· Compiling accurate and meaningful reports against objectives and KPI’s.
· Department-wide safeguarding leadership, ensuring consistent practice, appropriate advice and escalation, effective case oversight and out-of-hours cover in line with organisational policy.
· Establishing and maintaining effective referral pathways and managing key external community relationships, ensuring services are accessible and inclusive.
· Working with the People and Culture team to identify opportunities to develop our services through volunteering opportunities
Responsibilities:
Strategy and Organisational Development
· Lead the operational delivery of agreed elements of Epilepsy Action’s strategy by translating strategic objectives into clear service plans, priorities and measures of success.
· Take operational decisions at service and departmental level, balancing service user need, quality, risk, resources and organisational priorities, escalating decisions as required
· Identify and lead service developments that respond to evidence, unmet need and organisational priorities, taking changes from initial proposal through to implementation and review.
· Regularly evaluate and analyse complex service, demographic, engagement and community insight data across multiple systems to identify inequalities, unmet need and opportunities for development, and to inform strategic decision-making.

Service Development and Delivery
· Lead the operational management and continuous development of accessible, high-quality services across the UK, using data and evidence to continually improve the way we deliver services across multi-channels.
· Design, lead and implement innovative service improvements with people affected by epilepsy, volunteers and community partners, increasing reach, accessibility, participation and impact.
· Ensure rotas are in place to ensure adequate cover is always in place when services are operational. 
· Ensure agreed data is collected to required standards for monitoring and reporting purposes. 
· Ensure that relevant performance criteria relating to funding/ service level agreements/contracts are met, and that any reporting requirements are fulfilled.
· Ensure systems and processes for the team, are robust, accessible, and kept up to date across case recording, data, statistics, quality control and project management.

People and Resource Management 	
· Demonstrates authentic and compassionate leadership within the team, department and wider organisation.
· Responsible for ensuring a strategic approach to volunteering within community based services.
· Lead, support and develop a high-performing team through effective line management, coaching, mentoring and performance management.
· Responsible for managing budgets across multiple operational lines.
· Manage service delivery against agreed quality standards, targets, funding conditions and contractual requirements, ensuring that sufficient people and resources are in place.
· Create an ambitious, positive, solution-focused and forward-thinking team culture, embedding Epilepsy Actions values and supporting staff to do their best work and to look after their wellbeing.
· Effectively manage the services volunteer journey, developing processes and infrastructure support in conjunction with the People & Culture Team.
· Recruit, onboard, support and manage staff and volunteers in line with organisational policies, good practice and service requirements.
· To deputise for the Director of Services and in their absence, provide appropriate supervision, direction and support to other members of the Services team.

Governance and Risk
· Ensure all work meets the charity’s quality standards, complies with its corporate brand and with confidentiality, data protection, health and safety, equal opportunities and other legislation and established Epilepsy Action policies and procedures.
· Ensure all work is accessible and that the charity’s commitment to diversity, inclusion and equal opportunities is planned into all work in a relevant and effective manner.
· Provide reports on the performance of the service to funders and senior management team as required.
· Create, implement and regularly review service policies, procedures and risk assessments, ensuring that community activities, partnerships and volunteer-led services operate safely, consistently and in line with organisational requirements.
· Identify, assess and manage service and departmental risks, implementing proportionate controls and escalating significant strategic or organisational risks through the appropriate governance routes.
· Ensure feedback and complaints are handled in line with organisational policies and timescales, with learning identified, recorded and used to improve services.
· Provide safeguarding leadership across the department in line with organisational policies and procedures. Offer advice and oversight, ensure concerns are recorded, referred and escalated appropriately, support staff and volunteers, promote learning from cases, and deputise for the Safeguarding Leads when required.

Stakeholder Relationships 
· Engage and partner with people affected by epilepsy, community organisations, health and social care services, social prescribers and other key stakeholders to co-produce strategic plans and improve community reach, referral pathways and local support.
· Manage a portfolio of key community relationships, including high-risk and high-value partnerships, setting clear expectations, monitoring delivery and resolving issues that could affect service quality, reputation or community access.
· Work with colleagues across Epilepsy Action to build and nurture an open and positive work environment.
· Work collaboratively to ensure that the experiences, priorities and inequalities identified through community engagement and service delivery inform Epilepsy Action’s campaigns, policy positions and wider influencing work.
· Build and sustain effective partnerships with community, voluntary, health and social care organisations at local, regional and national level to extend reach, strengthen referral pathways, improve community access and avoid duplication of provision.
Key Relationships
· Internal colleagues
· Epilepsy Specialist Nurses’, neurologists 
· Education professionals 
· Health and social care professionals
· Other epilepsy and relevant 3rd sector organisations 
· Volunteers

Other
· Develop and maintain an in-depth, up-to-date understanding of epilepsy, relevant specialist information and emerging issues affecting people with the condition.
· Maintain own professional networks and promote Epilepsy Action on a local and national level.
· Complete any other duties relevant and appropriate to the role.

Person Specification:
	
	
	Essential
	
	Desirable

	EXPERIENCE, KNOWLEDGE & QUALIFICATIONS
	
	· Substantial experience of managing services and projects, including operational planning and decision-making across dispersed teams or volunteers.
· Experience of developing community-based services or programmes and leading change from planning through to implementation and review.
· Experience of contributing to strategic plans and delivering agreed strategic objectives.
· Substantial people-management and leadership experience, including line management, coaching and performance management.
· Experience of recruiting, supporting and managing volunteers, with up-to-date knowledge of volunteer-management good practice.
· Demonstrable experience of building effective partnerships across voluntary, community, health or social care settings.
· Demonstrable experience of leading safeguarding practice and managing service-user feedback and complaints.
· Experience of managing budgets across multiple activities and producing option appraisals.
· Experience of developing project plans and producing accurate reports that demonstrate progress against targets and KPIs.
	
	· Charity sector experience 
· Experience of managing support services
· Experience of training staff and volunteers 
· Volunteer Management qualification
· Management and/ or project management qualification (e.g. ILM, Agile, Prince)
Practical experience of implementing software solutions
· Experience as designated safeguarding lead 

	
	
	
	
	

	SKILLS & ABILITIES
	
	· Good attention to detail and able to produce work with a high-level of accuracy.
· Ability to coach and mentor others and identify training needs and to line manage staff.
· Communicates information in an inclusive and enthusiastic manner
· Interprets and communicates relevant information clearly to internal and external stakeholders, through a range of relevant channels
· Strong IT and digital skills – including MS Office, digital communication tools, project management software, CRM’s
· Excellent interpersonal skills.
· Ability to develop marketing materials 
· Excellent organisational skills – the ability to work on own initiative and prioritise workload in a fast-paced environment.
· Ability to manage a budget and produce option appraisals.
· Ability to create open, professional and relationships with volunteers
	
	· Strong data analysis and management information skills 

	
	
	
	
	Creating a world without limits for people with epilepsy!
We will make a difference by being:
Ambitious  Inclusive Empowering  Supportive



	VALUES & ATTITUDE
	
	· Demonstrable commitment to our vision, aims and values
· Committed to ensuring that people who work with us or use our services have a positive experience and receive high-quality services and information.
· A proactive approach to solving problems and challenges 
· Committed to the learning and development of oneself and promotion of the learning and development in others
· Confident in using a range of technologies and digital platforms and committed to developing the digital capability of self and others.
· Professional work ethic: honest, conscientious, self-motivated and reliable.
· Willing to travel and work flexibly and outside core hours as service / team requires to ensure smooth running of the service.
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