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Monday 5th December
Michael Crane - singer
Tuesday 6th December
Gordon Road School party
Wednesday 7th December
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 JOB DESCRIPTION

Job Title: 


Team Leader
Responsible to:

Operations Director
Reports to: 

Community Services Manager

Job Description:
 

Job Purpose 

To ensure delivery of a high quality service which promotes independence, choice and well-being to older people living in their own homes. 

To give support to Service Users and Care Workers, whilst contributing to the effectiveness of service delivery by working closely as a team with the Community Services Manager 
To organise the co coordinating of the community carers working schedules

To supervise a team of community care workers to ensure they provide high quality care and support.
Key Responsibilities
· Undertake an Assessment of Need on new Service Users, ensuring that the Care Plans are person centred and fully outline what care and support individuals need.  

· Undertake reviews of Service Users, ensuring that any changes are recorded in the Service User Records and Information book, and that this information is shared with the Community Services Manager.
· Carry out Risk Assessments 

· Update service users care plans using specialist software, Mobizio.
· Responsible for holding the on-call phone on a rolling rota basis, ensuring that all information is passed on to the appropriate person.
· Responsible for carrying out care calls as part of your job role.

· Work alongside the other team leaders to coordinate   care staff rotas using specialist software to allocate care calls, record reports, and input and update service user information.
· When on call, in the event of Care Worker absence you must ensure that all calls are covered. If no alternative Care Worker is available you will be required to complete the calls yourself.

· Work with Service Users in a way that promotes their equality.

· Managing and supporting care workers so they can perform their roles safely and to the best of their ability.
· Acting as a positive role model to colleagues.
· Attend 6 monthly supervision sessions with the Community Services Manager

· Ensure the maintenance of accurate up to date records, and documentation of all aspects and issues regarding Service Users.

· Liaise with Care Workers to ensure that all relevant information regarding Service User needs is shared appropriately.

· Ensure that all care workers are appropriately trained and maintain the training matrix.

· Attend regular staff meetings.

· Working in partnership with other professionals to ensure individuals get the support they need.

· To pass all complaints received to Community Services Manager and assist in any investigation where applicable.

· Adhere to the organisations Code of Professional Conduct and all other Policies and Procedures. 

· To undertake any other relevant tasks that may be required appropriate to the level and nature of the post.

Communication and working relationships

Internal

Chief Executive
Operations Director
Community Services Manager

Board of Trustees

Day Centre staff

Volunteers

Administration staff

Service Users and Families

External

Social Services

Care Managers

Age UK Organisations

Adult Mental Health Services

Occupational Therapy Services

Physiotherapy Services

Hospital Admission/ Discharge Departments

Housing Organisations

Statutory and Voluntary Organisations

Performance Review

Personal Performance will be assessed annually.

Personal development plan or training will be agreed with the Community Services Manager
General

All employees are subject to the requirements of the Health and Safety at Work Act. The post holder is required to ensure, as an employee that their work methods do not endanger themselves or others.

All employees are subject to the requirements of the Data Protection Act, and must maintain strict confidentiality in respect of Service Users, Staff information and records at all times.

All employees must comply with the organisations Equality and Diversity Policy. 

Age UK Medway aims to maintain the goodwill and confidence of its own staff, Service Users and the public. To achieve this objective, it is essential that employees carry out their duties in a professional, courteous and empathetic manner.

Age UK Medway maintains the right to amend the Job Description in consultation with the post holder. Any agreed changes will be notified in writing.

Personal Specification

Required:

· NVQ Level  3 in Health and Social Care or working towards
· Minimum of 2 years care work experience with relevant group

· Demonstrate the ability to organise staff and other resources to meet service user outcomes.

· Demonstrate a knowledge of issues relating to older people and their needs
· Ability to communicate effectively at all levels

· You will need to possess a flexible approach and the ability to prioritise your workload and use your initiative
· Full Driving License

· An understanding of Team Work

· Satisfactory Criminal Records Check and check against the SOVA list (where appropriate)

· An understanding of assessment and care planning

· Experience in a supervisory role

· Experience in IT skills
· Good Administrative skills.

· Good English skills to understand and apply policies and procedures in practice.
Desired:

· Experience or knowledge of People Planner and Mobizio
· An understanding of the ethos of a Charitable Organisation.
· Experience or knowledge of dealing with Statutory Organisations including Care Quality Commission.
