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	Job Description

	Job title
	Senior Management Team: Lead for Workplace Services

	Department/Section 
	Senior Management Team

	Main purpose of job

	To coordinate the delivery of all workplace services provided by The Dyslexia Association including the oversight of assessors and trainers delivering the services directly to our clients and responding appropriately to client demand and business need.

	Key tasks
1.



2.



3.



4.



5.



6.


7.


8.



9.

	
Maintain the operational functions including the delegation of tasks and duties to a small team of employed and self-employed assessors and trainers.

Be responsible for suitable and sufficient records to evidence and account for all workplace services using agreed processes and systems.

[bookmark: _Int_fOvyd0Sq]Research products and services associated with the physical environment, software, assistive technology, and specialist products.

Appy knowledge and skills (through agreed delegation) to recommend intervention measures to enable clients to overcome barriers within their employment.

Collaborate with the senior management team to provide service delivery and data analysis in line with shared targets and required Trustee information.
[bookmark: _Int_6ogsrM1a]Work with the senior management team to ensure delivery meets the high expectations and quality required.

[bookmark: _Int_r9wSqcqh]Provide line management duties and maintain good staff well-being standards and HR policies.

Maintain high quality service delivery by assuring good report writing and liaising with clients regarding report recommendations. 

[bookmark: _Int_Lwm8cJAq]Adhere to all TDA (The Dyslexia Association) policies and practices with a focus on safeguarding and health and safety compliance.

	Key objectives
1.



2.



3. 

	
[bookmark: _Int_N1zKLVdZ]Contribute your skills, knowledge, and experience to the aims of the organisation of improving the lives of neuro-diverse adults within the workplace. 

Contribute to collective senior management targets and the strategic priority plan including research and development activities.

Maintain the Dyslexia Associations high client satisfaction levels and provide a positive client experience.


	Reporting to
	Chief Executive Officer
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