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1st Floor, 268 Bath Street, GLASGOW, G2 4JR
Tel. 0141 332 2520
www.c-level.org.uk

JOB DESCRIPTION – Manager

Improving quality of life for those affected by Hepatitis C, C-Level is a charitable organisation 
whose aims are to:

1. Raise awareness of Hepatitis C to those at risk
2. Provide access to information and support networks
3. Engage those affected by Hepatitis C to educate their peers
4. Inform the professionals who work with those infected or at risk

C-Level seeks to do this through the provision of prevention, education and awareness raising
activities including a community outreach programme, staff training programme, client 
appointments, advocacy and a ‘soft approach’ to campaigning.  In addition to this, the organisation 
also provides pre and post test discussions, a testing ‘buddying’/ advocacy programme, support 
groups for those affected and their families, complementary therapies, website, telephone and 
email information line and a drop in service.

The Manager is responsible for overseeing the day to day running of the organisation.  
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C-Level
Manager

Finance & Admin 
Assistant

 Development Worker

Peer Support Worker 
(Community)x2

Peer Support Worker
(Services)

(Holistic Stress 
Manager)
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Post
Manager

Hours
35 hours per week

Grade
PO 39- 41      (£31,035 – 32,640)

Main Duties
1. To continue to develop the services that C-Level provides.
2. Oversee the financial management of budgets
3. Provide supervision and support of staff 
4. Identify sources of potential funding and make applications where appropriate 
5. Promote and publicise the services to relevant agencies
6. Encourage links with other service providers that are identified as HCV focused
7. Carry out monitoring and evaluation of the service
8. Where appropriate,  foster links with forums and  steering groups which will benefit the Service
9. Attend management meetings and  provide reports to the board and funders
10. Contribute to the advancement of Hepatitis C and BBV training 

Reporting to
C-Level Board of Directors

Job Description
1. Develop and deliver Hepatitis C prevention and care and support interventions to at risk 

groups in the Greater Glasgow and Clyde area, through trained volunteers and where 
appropriate, group work, health days and exhibitions 

2. Promote and publicise the services to target groups and other relevant agencies.
3. Ensure the organisation develops responsively and flexibly to service user demand and 

policy developments 
4. Supervise administration relating to the service ensuring policies and procedures are 

adhered to and reviewed
5. Work to and control an agreed development budget
6. Develop opportunities for user involvement.
7. Support and supervise staff to further develop the service and themselves
8. The undertaking of analysis, preparing reports and presenting results of work to staff, 

steering group and partners at all levels.
9. Develop, manage and maintain working relationships with the Scottish Government, 

homelessness, addictions, health and other agencies.
10. Maintain membership of and contribution to key Blood Borne Virus (BBV), addiction, health 

and volunteer forums both locally and nationally.
11. Oversee the organisations training delivery function.
12. Develop, review and implement the organisation’s strategic planning.
13. C-Level is a small organisation; staff are expected to work in a flexible manner and to use 

initiative. It is also expected that staff share a collective responsibility to the C-Level Centre; 
consequently it may be necessary to take on additional tasks from time to time in 
consultation with the board of management.
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Skills and experience

Essential Desirable
1. Educated to degree level and/or equivalent management 

experience (minimum 2 years)

2. An understanding of health inequality issues.
Experience of peer support/ education

Good knowledge of Hepatitis C 
Virus and the issues affecting 
people affected by HCV

3. Experience of service development Experience of successful 
funding applications

4. Good knowledge of Addiction issues Experience of providing 
support to people living with 
HCV

5. Excellent oral and written, communication and 
presentational skills

A proficiency in MS Office 
applications

6. Experience of providing support and supervision to 
others

Experience of recruiting and 
managing volunteers

7. Ability to work independently and use own initiative 

8. Ability to organise and prioritise workload and manage 
multiple accountabilities

9. Ability to communicate effectively with a wide range of 
professionals and service users 

10. Ability to work co-operatively with other professional staff 
and with members of the HCV community

11. Willingness to work flexibly in relation to work hours 

Qualifications

Essential Desirable
1. Educated to degree level and/or equivalent

management experience (minimum 2 years
A recognised qualification in a 
related field

This post will be subject to an Enhanced Disclosure check from Disclosure Scotland.


