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Job Description 

 Job Title: Discharge Support Service Manager (Buckinghamshire) 
Salary: £28,000 

Hours: Full time – 35 hours per week  

Days and Times: Monday to Friday (The post requires evening and some weekend 
work, being part of a regular on-call rota). 

Responsible to: Director of Services (Statutory & Trust) 

Responsible for: Service Coordinators for Discharge Service 

Main Location: Age UK Buckinghamshire Office - 145 Meadowcroft, Aylesbury 
HP19 9HH 

Status: Permanent 

Main Purpose of Job: The Discharge Support Service (Buckinghamshire) supports 
people at the time of their discharge from hospital and for a period 
post discharge to enable them to feel confident and safe to return 
to and remain at home. 
 
The Discharge Support Service Manager will co-ordinate and 
develop our local offer to ensure that services are provided in a 
comprehensive and co-ordinated way.  They will manage the 
services and ensure that all appropriate service standards, 
recognised good practice, legal requirements and budgetary 
management are incorporated into a quality programme that 
meets the needs of our beneficiaries and commissioners. 

 
Main responsibilities and tasks:  

1.0 Service Delivery 
 
1.1 

 
Manage the day to day running and development of the Buckinghamshire Discharge 
Support Services to ensure that these services are delivered to a high standard; this 
includes the hospital-based discharge support team, community support team and 
associated volunteers. 

1.2 Ensure the discharge and community elements of the services act together to provide a 
coordinated service to achieve contract goals, in particular, safe discharge and prevention 
of readmission.  

1.3 Cascade organisational goals and objectives to staff and through them to volunteers, 
ensuring that all staff and volunteers are provided with up-to-date information resources 
relevant to their role. 

1.4 Ensure appropriate staff and volunteer cover for each service and source external 
provision as appropriate.  

1.5 Lead on the promotion of the Discharge Support Service for Buckinghamshire Services 
including the production of publicity and promotional material for the services. 

1.6 
 

Ensure feedback from service users is collated in accordance with approved systems 
operated by the organisation. Utilise outcomes to support the future development of the 
Discharge Support Services. 

1.7 Ensure robust systems to support recording of service delivery and produce information 
and reports on performance as required by the Director of Services. 

1.8 Ensure all activities within the Discharge Support Service services meet and integrate 
with organisational requirements for quality management, health and safety, legal 
stipulations, environmental policies and general duty of care. 
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1.9 
 
 
1.10 

Identify and respond to opportunities to develop the service in partnership with the wider 
Hospital Services teams of Age UK Hillingdon Harrow and Brent and the wider services of 
Age UK Buckinghamshire.  
Work with the Director Services to develop and submit bids for funding opportunities.  

  
 

2.0 Team Working 
 
2.1 
 
2.2 
 
 
2.3 
 
2.4 
 
2.5 
 
2.6 
 
 
 
2.7 

  
Line manage, develop and motivate staff and through them, as appropriate, volunteers, to 
fulfil their role requirements. 
Have responsibility for the recruitment of all new staff and volunteers within the Discharge 
Support Service Service. Ensure the assessment of training needs for all staff and ensure 
these training needs are met. 
Undertake regular staff supervision and support and undertake staff appraisals at regular 
12 month intervals.  
Oversee the appointment, deployment, training and development of volunteers who work 
within the Discharge Support service, ensuring a once-a-year review meeting is carried 
out. 
Ensure that all volunteers working with the Discharge Support services are adequately 
supported on a day-to-day basis. 
Establish and maintain effective lines of communication with Discharge Support Services 
staff and volunteers including organising monthly staff meetings and ensure monthly 
volunteer support meetings take place. 
Help to solve any performance or grievance issues in line with policies and procedures. 
Communicate staff and volunteer problems, suggestions and recommendations to the 
Director of Services. 

 

  

3.0 Finance and Administration 
 
3.1 
 
3.2 
3.3 
 
3.4 
 
3.5 
 

 
Work with the Director of Services to manage and control Discharge Support Services 
expenditure within agreed budgets. 
Contribute to budget planning and preparation, identifying potential spend in the year. 
Ensure staff and volunteer expenses are authorised in line with Age UK HHB policy and 
procedure. 
Ensure that all payments and receipts are processed in line with Age UK HHB policy and 
procedure.  
Ensure that all enquiries, responses and actions are recorded accurately to ensure the efficient 
running of the service. 

 

 

4.0 Quality and Service Development 
 
4.1 
 
 
4.2 
 
 
 
4.3 
 

 
Develop efficient referral networks and forge strong links with other voluntary, community 
and statutory organisations to publicise and build the image of the Discharge Support 
service. 
Work closely with colleagues, external partners and commissioning/funding agencies to 
ensure that Age UK HHB delivers the services that are required and/or contracted and 
that all reports are submitted on time in accordance with Contracts or other conditions of 
funding. 
Maintain a good relationship within the organisation, particularly with other Age UK HHB 
Managers. 
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5.0 General 
 
5.1 

 
To maintain own professional expertise, including attending training as necessary and 
be subject to supervision and an annual appraisal. 

5.2 To attend staff meetings, away days and other similar staff events. 
5.3 To ensure all activities are carried out in harmony with Age UK HHB’s mission and within 

the spirit of its equal opportunities policy and to abide by the policies of Age UK HHB. 
5.4 All staff are expected to undertake their own computer work, both in the production of 

correspondence and documents, date recording, e-mailing and internet research. 
5.5 It is the nature of the work that tasks and responsibilities are in many circumstances 

unpredictable and varied. All employees are expected to work in a flexible way. 
5.6 Some meetings and other events may be held out of normal office hours and may 

involve travel away from the local area. 
5.7 
 
 
5.8 

The above items outline the main duties and responsibilities of the post and are 
designed to give an accurate flavour of the nature and scope of this post. However, they 
do not represent an inclusive list of all the duties required. 
This post is classed as regulated activity for the purposes of DBS. Confirmation of 
appointment to this post will be subject to a satisfactory enhanced DBS check with 
Access to the Adults Barred List and satisfactory references. 

  
 

Age UK HHB is committed to safeguarding and promoting the welfare of all older 
people and children within the London Boroughs of Hillingdon, Harrow & Brent. 
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Person Specification 
 

Education & Training 
Essential Criteria Desirable Criteria 

Educated to A level (or equivalent by 
experience) 

 

Full driving licence  

 

Experience 

Essential Criteria Desirable Criteria 

Experience of monitoring and reviewing 
standards and quality 

 

Managing and motivating volunteers and 
staff in the delivery of services 

 

Team Leadership   

Recruiting and selecting volunteers and 
staff 

 

Planning and managing projects and 
activities, including the ability to develop 
internal and external partnerships 

 

Experience of liaising with agencies 
(statutory and voluntary) on a day-to-day 
basis and achieving agreed outcomes 

 

 

Knowledge and Skills  

Essential Criteria Desirable Criteria 

IT literate, experience of using email, word 
processing and spreadsheet packages 

Business, finance and resource 
management 

 

Knowledge of operational management Ability to prepare, manage and monitor 
budgets 

Knowledge and understanding of Adult 
Services and NHS commissioning bodies 

Knowledge of the services to be managed 
or willingness to undertake training 

Organisational skills-planning, managing 
and monitoring own and others workload 

 

Ability to prioritise a range of competing 
demands 

 
 

Ability to collate and interpret a range of 
management information including 
statistical information and user feedback 

 

 
 

Personal Attributes 

Essential Criteria Desirable Criteria 

Interpersonal and communication skills  

Innovative and creative thinking  

Presentation skills  

 


