JOB DESCRIPTION – CARE MANAGER


[image: image1.emf]The following information is furnished to help Care 24-7 staff and those people considering joining the Company to understand and appreciate the work content of their post and the role they are to play in the organisation.  However, the following points should be noted:

1. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job description.

2. Staff must not refuse to undertake work which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.
PURPOSE OF THE ROLE

To provide high quality care and support services to enable people to remain in their own home, living a fulfilled life, which respects their diversity, culture and values.

KEY RESPONSIBILITY

Efficiently manage the day to day running of the business.  Allocate resources and monitor performance to deliver high quality services to people.  Manage all aspects of the staff team and provide sound leadership and support to ensure staff are clear about their respective duties and responsibilities.

DUTIES AND SPECIFIC RESPONSIBILITIES

Company Values and Behaviours
Our company values and behaviours exist to ensure that we deliver the very best service to every person. You are responsible for ensuring our workplace values are at the heart of everything we do.  Our values are:
· Dignity and respect 

· Commitment to quality care and support

· Learning and reflection

· Working together

Manage the safety and quality of the business

· Manage the safe delivery of the service in line with legislative requirements and company policy and procedures.

· Undertake training and development to keep up to date with the law, best practice and changes in company policy.  Apply this knowledge to day to day management and delivery of care.

· Understand and monitor health and safety in the workplace and in the field.  

· Maintain full and accurate records and reporting systems in accordance with legal requirements and to ensure the effective running of the service.

· Implement quality management and improvement systems within your area of responsibility. This includes performing investigations relating to the quality of the service and use findings to make improvements.

· Be prepared to work flexibly to ensure the safe delivery of the service and participate in out of office hours on a rota basis as required by the service offered.
· Work co-operatively with other team members to ensure company values and behaviours as well as service standards are met.

Provide a good service to people who use our services

· Promote the rights and values of each person and keep their wishes at the centre of their care and support.

· Ensure that prior to each service commencing, a support assessment and risk assessment has been drawn up with the person and/or their chosen representative.  

· Make sure a written support plan has been created and agreed, that respects the person’s wishes and promotes their dignity and privacy.  Agree appropriate risk control measures to reduce identified risks. 
· Provide the person and/or their chosen representative with information about the service so that they are clear about what to expect, any costs and how to raise a concern.

· Ensure the support plan and associated risk assessments are reviewed as planned or earlier if circumstances change.

· Apply excellent communication skills with the person, their families and representatives, staff and other health and social care professionals.

· Make sure people who use our service are safe by responding to any incident or alerts and ensure compliance with Company and national safeguarding policies.

Lead and manage staff

· Effectively induct and train staff at all levels to maintain high standards of care delivery through observations of work, mentoring and coaching. Identify on-going training needs and ensure staff are up to date with current best practice.
· Implement Company policies and procedures in relation to managing staff e.g. managing absence, disciplinary and grievance matters.

· Provide information, guidance and support to enable staff to effectively and safely carry out their roles.  This includes supervisions, appraisals and meetings.

· Participate in hands on care, working with, leading and coaching the care team.

· Be aware of your duty and responsibility for the Health and Safety of yourself and others, taking particular care of vulnerable people under the Health and Safety at Work Act and co-operate in meeting statutory requirements.
Promote the Business

· Develop relationships with key professionals in the local area presenting a positive Company image.

· Participate in the growth and development of the business.  Work with the Registered and others to achieve sales targets and deliver within budget.
· Act on the behalf of the Registered Manager in their absence seeking advice and support as required.
· Conform to the UKHCA Code of Professional Conduct.
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