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	Job Description




	JOB PROFILE


	Post
	Service Manager – Older Peoples Services

	Term of post
	Permanent

	Hours
	Full time – 37 hours per week

	Salary
	

	Accountable to
	Director

	Line Manager
	Director 

	Approved 
	August 2016


	PURPOSE OF THE POST


· To take overall ownership and responsibility for Catholic Care’s Older People’s Services.  

· To provide leadership and effective management of all aspects of the Older People’s Services. 
· To provide professional management and to lead a team of support workers, carers and volunteers in the delivery of a high quality service, which meets the needs of individual older people and the aims of Catholic Care’s strategic plan.

· To ensure the delivery of high quality person-centered services in a bespoke way to older people throughout our services, which include:-

- Community Groups

- Community Outreach

- Accommodation Based Services

· To ensure delivery of high quality services in line with the organisation’s policies and procedures.

· To be visionary for the future development of the service.

· To develop the aims of the strategic plan and promotion of new services to ensure the development of the service and its future sustainability.

· To meet the demands of new business

· To be part of and pro-actively contribute to the Senior Management Leadership Team.

· On occasions to take on additional defined responsibilities in relation to social events.

	KEY RESPONSIBILITIES


· To ensure good quality professional standards in the service, in line with Catholic Care’s policies and procedures.
· To pro-actively oversee the management of all activities within the older people’s services.  Demonstrate professional leadership in managing staff and influencing their practice and attitudes.

· To ensure all services are of a high quality and to meet and exceed regulatory standards where required.
· To ensure our services have a positive reputation and good relationships with all stakeholders, including people in the local community, families and friends of the people who use our service and potential purchasers / beneficiaries of the service.

· To manage the referral and assessment process for new clients where required.

· To pro-actively network and market the service as an outstanding ambassador of Catholic Care.

· To create, maintain and progress positive relationships with external agencies, local authorities and health professionals.

· To find and launch new opportunities for the older people’s services and to develop and implement these.
· To maintain and further develop existing community groups to meet the needs of older people, so they remain enjoyable and stimulating.

· To develop new community groups, reaching out to older people.

· To develop the outreach service, providing care and support in a person’s own home.

· To develop accommodation based services, including marketing, advising on care need/requirements, staffing and operational matters.

· To take overall responsibility to effectively recruit, develop and maintain staff, including provision of induction training and support as required.
· To effectively recruit and maintain volunteers, so as to establish a visible and active group
· To provide regular supervision and annual appraisals to managers and senior staff within the service.

· To manage budgets for the service and to contribute to the setting of budgets in conjunction with the Financial Accountant and Director.

· To manage the application for grant funding where appropriate.

· To work with the organisation’s other Service Managers to offer support and cover for each other, especially at times of absence due to annual leave or sickness.

· To comply with Catholic Care’s Equality and Diversity policies and practices.

· To undertake any other duties commensurate with the post according to the needs of Catholic Care.

	ADDITIONAL DUTIES


It is the nature of the work of Catholic Care that tasks and responsibilities are, in many circumstances, unpredictable and varied.  Each staff member is, therefore, expected to work in a flexible way when the occasion arises, when tasks not specifically covered in their job description have to be undertaken.  Such additional duties would normally be to cover unforeseen circumstances or changes in work and would normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the member of staff’s job, it will be included in the job description in consultation with the member of staff.

	CONFIDENTIALITY


It is expected that all Catholic Care employees will understand that our work is confidential and that personal details must not be divulged to members of the public.  This obligation will continue indefinitely even after termination of employment.  All approaches by the media or other third parties must be referred, unanswered, to the Director of Catholic Care.
	VALUES AND PRACTICE PRINCIPLES


The person who holds this position is expected to be familiar with, and have regard to the mission, ethos and values of Catholic Care and work within that framework.  He or she must be prepared to operate within the ethos of the Organisation and ensure that people of all denominations and faiths have their spiritual needs respected.

	QUALIFICATIONS AND EXPERIENCE


The person appointed to this position will satisfy the criteria identified in the Person Specification.

All posts will be offered subject to satisfactory references and DBS Enhanced Disclosure being obtained
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	Person Specification



	Post


	Service Manager 


	Service


	Older People


	Qualifications
	Essential
	Desirable

	Relevant Social Work qualification
	(
	

	Diploma Level 5 in Health & Social Care or willingness to work towards this
	
	(

	Specialist qualification in work with older people
	(
	

	Management qualification
	(
	

	Full driving licence
	(
	


	Experience 

	A strong background of successful service management, demonstrating taking responsibility  for all aspects of the services’ business performance
	(
	

	Development of new services
	(
	

	Development of a staff team
	(
	

	Experience of managing a range of services and types of contracts for older people
	(
	

	Working in the community with older people
	
	(

	Delivery / management of domiciliary care service
	
	(

	Delivery / management of extra care accommodation service
	
	(

	Grant applications
	(
	

	Experience of using high quality measures and experience of making improvements associated with such measures
	
	(

	Experience of managing a budget and to have a working knowledge of all financial elements of running a successful and sustainable service
	(
	

	Working in a voluntary organisation
	
	(


	Skills

	Strong Leadership  having the ability to lead, manage and develop a team through inspirational leadership
	(
	

	Ability to effectively manage a team of multi-skilled staff and volunteers
	(
	

	Excellent interpersonal skills; having the ability to communicate effectively in both written and verbal forms to a range of people, including the people we support, staff and commissioners and, having the ability to negotiate and have well developed influencing skills for working with a wide range of stakeholders.
	(
	

	Highly organised, ability to mange a high workload
	(
	

	Good prioritising and time management skills
	(
	

	I T literate: with the ability to use these skills to improve performance
	(
	

	Ability to adapt, develop and improve excising services
	(
	

	Ability to propose new sustainable services, talking into account the locality needs. Presenting well thought out proposals
	(
	

	Ability to take the lead to develop new services through assisting and supporting staff in their implementation
	(
	

	Ability to work independently and use imitative
	(
	

	Ability to work as an effective member of the Senior Management Leadership Team
	(
	

	Knowledge

	Knowledge if current legislation, guidelines and best practice
	(
	

	Knowledge of regulatory framework for service types
	(
	

	Knowledge of new service commissioning
	(
	

	Demonstration of a clear understanding of the key business activities associated with the service, to enable contribution to the strategic plan
	(
	

	Knowledge of social care sector and service types
	(
	

	Knowledge of safeguarding policies and procedures
	(
	


	Attitude

	Willingness to travel within Yorkshire to fulfil the requirements of the post
	(
	

	Demonstrate a ‘can do’ attitude.  Be dynamic and proactive
	(
	

	Commitment to the Charity as a whole and have a willingness to support colleagues and Senior Managers when required
	(
	

	Willingness to work flexibly in response to the needs of the service and be available to work unsocial hours
	(
	

	Commitment to ensuring the highest standards of practice 
	(
	

	Commitment to the mission, ethos and values of the organisation
	(
	

	Works well under pressure
	(
	


