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Grade:



NJC Point 12-17
Salary: 
£21,589 - £23,836 per annum depending on experience
Department:  


Possability People: At Home
Line Managed by: 


Registered Manager
Working Hours:


Full Time – 35 Hours per week 

Holidays:



36 days including Bank Holidays. 

In collaboration with the Registered Manger and other support staff, the role will be to implement good systems and to provide both administrative and ensure good care practice with the delivery of supervisory field based care support, to assist the Registered Manger to develop the At Home service, and maintain robust practices, in line with requirements of the Care Quality Commission regulations.

1. To provide efficient first line customer service by maintaining effective links and communication with Local Authority, CCG’s, personal assistants (PAs), service users, relatives and any other relevant individuals
2. To assume responsibility for the recruitment of P.A’s, including; placing and monitoring adverts, interview/selection, obtaining necessary recruitment documentation/clearance, in accordance with the recruitment tracker. Maintaining accurate staff files.

3. To support the Registered Manager to manage the service and staff in accordance with the service’s aims and objectives, policies and procedures. To support the necessity for full compliance with regulatory requirements of the Care Quality Commission.
4. To assist the Manager is marketing the business, and embracing opportunities to gain new clients.

5. To assist the Manager is conducting client assessments and existing client reviews.

6. To participate in an ‘out of hours’ on-call rota to ensure staff and clients are supported 24/7.

7. To record and report any complaints while ensuring that all quality standards, complaints and comments are dealt with promptly, in accordance with the Organisations policies. 

8. To implement and monitor all care packages and support plans taking appropriate and remedial action where necessary, subject to circumstantial change, budgetary alterations, or change as a consequence of review in consultation with Registered Manager.
9. To support the induction of staff to new clients – ensuring they have a full understanding of the clients’ needs.
10. To ensure that PAs are appropriately trained and able to carry out their duties and responsibilities effectively and sensitively providing person centred approaches. To ensure that PAs provide all existing/relevant training certificates, if acquired in previous employment. Ensuring all training records/matrix are kept up-to-date.
11. To manage the PAs rotas and workloads, including the planning of shadow shifts, ensuring that Health and Safety, Working Time regulations are considered. To ensure that annual leave is managed efficiently throughout the year, ensuring cover can be sought prior to requests being authorised. Efficiently providing cover/seeking alternative arrangements for care, in the event of PA sickness/sudden absence. 
12. In collaboration with the Registered Manager to deal with emergencies arising from the service.
13. To support audit and quality assurance procedures. Provision of documents and data on request.
14. To assist the Registered Manager in conducting PA supervisions spot checks and appraisals, to ensure these are carried out in a timely manner

15. To ensure all accidents and incidents are reported to the Registered Manager without delay, and all records relating to such events are stored appropriately. 

16. To liaise with the Finance and Payroll teams and other internal Possability People Services as required. 
17. To ensure accurate records are kept and maintained through using the organisations database & case management systems in accordance with the Data Protection Act. To maintain thorough record keeping using the Care Free system. Maintaining paper files as required. 
18. To produce reports and statistics as required.

19. To attend, report to and contribute to Team Meetings, Members' Meetings and Possability People Planning Days and all other internal/external meetings and training events as necessary.

20. To ensure that Possability People’s policies and procedures are adhered to, particularly those relating to Equal Opportunities, Confidentiality and Health & Safety.
21. To actively promote CIS and the PA Noticeboard, by utilising opportunities to encourage new professional client referrals, or self-referrals.
22. To perform other tasks when requested which are not detailed above but are essential in the smooth running of the services, as directed by the Registered Manager, including the day-to-day running of the service in the temporary absence of the Manager (e.g. when on training, annual leave etc.).

Commitment to Learning & Development

23. Be aware of own training needs and discuss with line manager.

24. Keep up to date with job knowledge and skills. 

25. To attend all training the Registered Manager requests, in line with organisational need

26. Honest, clear and realistic expectations of self in both personal and professional aspects. 

Respecting Diversity

27. Treat everyone – colleagues, clients, and visitors – with respect and dignity. 

28. Respect others’ differences and being sensitive to everyone’s needs. 

29. Develop and appropriately maintain professional boundaries with clients and colleagues.

This is a summary description of the role, as it is constituted at present.  The above does not represent an exhaustive list of the duties and responsibilities of the role.  It will be the practice of Possability People to examine periodically employee’s job descriptions to ensure that they accurately reflect the job being performed and/ or that proposed developments are incorporated, as part of the process of personal objective setting.  It is the Trustees aim to reach an agreement on reasonable changes but if such agreement is not possible, Possability People reserves the right to insist on changes after appropriate consultation with the post holder.


Unsociable hours may be required, e.g. covering a share of the out of hours on-call service; covering care visits in emergency situations, attending events and meetings.
Need to maintain good public relations with all support contacts.

Required to be able to take initiative and make sensible and reasoned decisions.

Demonstrate an empathetic, confidential, tolerant and person-centred approach to the needs of the clients.
You will be working with users with a diverse range of support needs



Experience and a good understanding of the Domiciliary Care Sector 

Proven administrative ability
Excellent IT skills

Excellent communication skills

Excellent customer service skills

Flexibility and adaptability
Experience of taking person centered approaches

Signature of post holder:  ………………………………………………             …./…./….Date
Care Co-ordinator/Supervisor
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All appointments are subject to a six month probationary period.


All other terms and conditions are fully described in the contract of employment.


All posts within Possability People have the opportunity of an annual review/evaluation.
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