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	Role Title
	Deputy Manager, Residential Care Home

	Directorate / Business Hub
	Families

	Grade
	Indicative grade: Grade PO1

	SAP Position Number
	

	Date Prepared
	20/04/2016

	Purpose

To assist the manager of the home in the management and administration of all personnel and material resources of the residential home.

To contribute as a deputy manager to the achievement of the authority’s key purposes and to the continuous improvement of its performance.

To maintain consistency within the care home, with the Council’s Quality and Equality and Customer Care perspectives.

To ensure that the requirements of the Commission of Social care Inspectorate are met.



	Generic Accountabilities
	End Results/ Outcomes

	To understand the Council’s vision, values and strategic aims in the delivery of care services.

To comply statutory provisions relating to residential care services.

To understand and actively promote the Council’s Customer care Service Policy, ensuring the needs of our customers are considered at all times to enable the Council to meet its customer satisfaction targets 


	· To assist the home manager to develop and implement plans to meet   the operational requirements of the care home. Be accountable for the provision of designated aspects of the service and their continuous improvement. Plan and prioritise work across the service.

· To support the Home Manager in drafting policies and procedures for the efficient running of the home.

· Participate in reviews of other functions and services. This may include Best Value Reviews.

· Represent the Home Manager as directed.



	Communication and Information

	· With the assistance of the home manager, provide timely information to all staff, service users and their relatives.

· To produce reports as required within the service.

· To assist service users when dealing with correspondences and letters.

· Be responsible for disseminating information as necessary.

· Promote quality and equality within the service and in the provision of services.



	People
	· Maintain sound supervisory practice within the home.

· Participate in the drawing up of training plan based on appraisals, supervision and needs of the service users

· Be responsible for the health and safety practice within the service.

· Take an active role for the operation of the Council’s Performance Management within the service.



	Resources


	· To work in conjunction with the home manager to ensure effective operational use of all resources. This includes the monitoring of expenditure against estimates and the initiation of corrective action as necessary. Regularly review working methods, systems and equipment within the service.

· To contribute to the implementation of business processes to ensure effective budget management.

· For the effective and efficient management of all the service’s resources, in conjunction with the home manager, in accordance with best value principles.
· Participate in the budget management processes for the service working with the manager to understand the importance of managing budgets effectively.

· To assist the manager to establish challenging but achievable performance targets for the service and to monitor the services activities against these targets.

· To assist the manager in maximising the income of the home through timely and immediate response to referrals and assessments of service users.

· For the effective management of sickness absence of members of the staff team.



	Quality and Equality


	· For the promotion of equality of opportunity and the recognition of social and cultural diversity, in the delivery of services, and in supervisory practice.

· For the maintenance , cleanliness and good housekeeping of the home, to a standard compatible with those requirements which are laid down by the Health and Safety Work Act



	Act in accordance with all policies and procedures which apply to the job and the Council, and understand the reasons for this.

	All policies and procedures are complied with.




	Job Specific Accountabilities: 

	Operational Responsibilities  


	· To supervise the senior support workers and support workers and liaise with the home manager as necessary.

· To assist the home manager in the management of staff and other resources in the home.

· To contribute in the recruitment and retention of staff, taking into account quality and equality issues.

· In conjunction with the home manager, to identify training needs of staff in the effective delivery of services. To participate in training programmes.

· To assist the manager in the management of staff sickness absence, to meet the Council’s targets.



	Receive, keep secure, reconcile and handle money appropriately. When needed issue receipts.


	Money is handled correctly following procedures of responsibility of service user’s money within the service.

Responsibility for liaising with FIDAS in relation to service users money

 




	Nature of Contacts 

Work directly with carers and adults in receipt of services

May involve dealing with challenging behaviour and situations

Work directly with members of the public

Work directly with professionals. Liaise with external and internal partners and other agencies on day to day service issues and co-ordinate actions.

Direct line management of senior team and staff members.

Sensitivity, persuasiveness, negotiation and assertiveness skills are required to communicate with diverse audiences in emotive circumstances.   Ability to build trust and confidence with clients, client groups and colleagues.   May need to manage challenging behaviour and situations.


	Procedural Context

Manages the provision of residential care from a support plan, using analysis and judgement to apply knowledge of procedures and best practice.

Work is within procedures and best practice guidelines including: HR Procedures for managing staff and performance, medication, moving and handling, personal care, risk assessments, health and safety procedures, safeguarding and infection control.

Promote and adhere to the professional code of practice: Code of Conduct for Healthcare Support Workers and Adult Social Care Workers in England.

Responds to changing events as required, the work may include direct personal care and/or practical support.

Responsible for the quality and continuous improvement of service delivery.

Exercise judgement in assessing risk to service users or others and quality assurance of the service provided. Requires the ability to identify and select solutions through application of acquired knowledge. 

Controls the deployment and allocation of service resources within overall procedural and legislative frameworks. Accountable for the performance of the service area against agreed objectives.  Develops services for area of responsibility and contribute to wider service planning. Professionally accountable for interventions within area of responsibility. 

Exercises professional judgement in assessing risk to clients or others and quality assurance of service. Manage complex / high risk issues within a framework of policy and procedures. Creative and innovative problem solving of complex issues, often in situations where there is ambiguity and a significant degree of judgement is required in relation to risks outside the remit of existing policy. Think and act strategically in decision making in a complex professional and political environment.  .

Development of policies and procedures and strategy for own area. Lead in partnership development, working with children and families and a range of agencies and extended services to meet strategic, legislative and Government policy requirements.


	Key Facts and Figures

May involve use of domestic equipment.

May involve moving and handling of people and use of assistive technology.

May involve use of multimedia equipment- Tablets, mp3 players, camera, video etc.

Responsible for own and others’ safety and security (e.g. home visits, community outings). 
Enhanced DBS clearance required.


	Resourcing:

Staff Management – in line with Council’s organisational design principles
for scale of post
Budgetary responsibilities - none
Responsibility for plant, equipment, handling cash/goods – limited , expected up to delegation level of post


	Competency Level:  All Colleagues

	Knowledge, Skills and Experience 

· Appropriate experience of working with the relevant service user group and understanding of the relevant statutory frameworks / requirements plus current best practice in working with people with complex needs.
· Proven Ability to manage a staff team, to achieve the desired outcomes

· Proven Ability to carry out assessments and support plans relating to providing support to those with complex needs.

· Practical knowledge of a range of procedures.

· Sensitivity and empathy to build trusting and supportive relationships with service users and families.

· Proven ability to provide person centred support

· Proven ability to build and maintain effective working relationships with a range of people.
· Literate and numerate. Ability to maintain required records.

· Excellent interpersonal and communication skills (verbal and written).

· ICT skills including use of Microsoft applications.

· Proven ability to manage behaviour that may challenge services.
· Proven ability to encourage and support connections and networks of service users and the local community.
· Proven ability to work as an effective team member.


	Indicative Qualifications

Relevant care qualification, such as NVQ Level 4, QCF, or equivalent or willing to study for this.

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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