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JOB DESCRIPTION

TITLE OF POST  
 Team Leader, Hospital Discharge Service

                                             Newport / Torfaen

REPORTS TO

 GROUP SERVICE MANAGER (GSM) 
HOURS                               20 per week

SALARY


 SCP 25  £11.60 / hr
BASE FOR WORK             St Woolos

JOB PURPOSE

The purpose of this role is to take day to day responsibility for the management of staff resources ensuring an effective and quality service delivery of the Hospital Discharge Service in the Newport and Torfaen Areas. 
To ensure that the Service Level Agreement requirements are monitored and met within established time limits.
KEY RESPONSIBILITIES

· To directly manage the operation of the Hospital Discharge services within your remit, including the staff and volunteers.  
· To take referrals, organise, supervise and allocate work to support staff and volunteers, and act as their immediate point of contact.
· To carry out regular formal supervision, performance monitoring and appraisals of all staff.

· To organise and hold regular Team Meetings to maintain communication and relay relevant updates.
· To take responsibility for the administrative function of the service, delegating tasks to the administration officer as necessary.
· To ensure the production of accurate case notes on service users, to maintain and  update Charity Log data base accordingly  

· To provide regular service reports using statistical and budgetary information to the GSM within agreed timescales.  

· To attend regular contract monitoring meetings.
· To be actively involved in the recruitment and training of staff.
· To maintain effective working relationships with all statutory, voluntary and independent sectors, to promote and maintain the quality of the services.
· To prepare and submit monthly time sheets to payroll, within established time limits.
· To carry out any other relevant duties as required by the GSM

	Person Specification


	Requirement
	Essential/

Desirable
	How tested

	Education and Training
	
	

	Management level qualifications or working towards 
	E
	Application

	Appropriate IT skills by qualification or experience
	E
	Application

	Skills and aptitudes
	
	

	Proven experience of managing operational teams 
	E
	Application / interview

	Advanced IT skills using word, excel, data bases, and the ability to produce promotional material using Microsoft publisher.
	E
	Application 

	An proven understanding of the needs of older people
	E
	Application / interview

	Excellent interpersonal and communication skills
	E
	Interview

	A proven ability to motivate and develop a team
	E
	Application / Interview 

	A demonstrated ability to manage a fast paced referral service
	E
	Application / interview 

	An ability to collate data and produce accurate detailed reports
	D
	Application and interview

	A clear understanding of confidentiality and data protection
	E
	Application and interview

	Knowledge of the welfare benefits applicable to older people
	D
	Application

	Circumstances
	
	

	Willing to work across the Charity’s operational area
	E
	Application / interview

	Willing to undertake any relevant training
	E
	Application/interview

	Full driving licence and access to a vehicle for work purposes
	E
	Application

	Further requirements
	
	

	Enhanced DBS disclosure required before appointment
	
	

	Two satisfactory references pre-interview
	
	


