AGE UK Stafford & District 

JOB TITLE:

HOME SUPPORT CO-ORDINATOR
JOB PURPOSE:

Responsible to the Operations Manager for the administration of the Home Support department, within the established polices and procedures of Age UK Stafford & District.
Locations include: Stafford & District and Penkridge 
AREAS OF RESPONSIBILITY 


□ Administration 

□ Direct Service 

□ Development 

□ Financial 

□ Marketing 

JOB DESCRIPTION

1.  
Administration

1.1 Assist with all the administration of the department 

1.2 Report monthly to the Operations Manager on all aspects of service provision 

1.3 Attends team meetings and other meetings as required by the Operations Manager
1.4 Assists in the requirement and induction of Homecare and Gardening staff 

1.5 Assist in  routine training of staff

1.6 Ensure that records and systems are maintained, i.e. recording and filing systems, security  and confidentiality of records in liaison with the Operations Manager
1.7 Assists in the monitoring and evaluation of services 
1.8 Participate on an ‘on call’ rota to support community staff
2.
Direct Service 

2.1 Assist in the provision of the Homecare [Practical/Personal Care] and Gardening services 
2.2 Plan activities of workers according to clients needs

2.3 Assists in the referral of clients to other services/agencies 

2.4 Assists in the assessments of clients upon referral to Homecare service

2.5 Assists clients with problems or when making complaints 

3.         Development

3.1 Assists in the development of ideas/proposals for improvements/efficiencies in existing services 

3.2 Assists in the development of services and working to departmental objectives 

4. Financial  

4.1
Assists the Operations Manager with the day-to-day finances of the department 
4.2
Receives, records and banks monies for the department 

4.3
Assists in hours worked/booked by workers for payment purposes

4.4
Reports any identified financial irregularities to the Operations Manager
4.5
Assists in the production of monthly salary information and invoicing of clients 

5.
Marketing 

5.1       Assists with the marketing of Home Support services

5.2       Liaises with external agencies and groups to publicise the activities of 
            Age UK Stafford & District
GERNERAL INFORMATION 
This job description does not claim to identify all tasks involved in the post but tries to outline the main tasks. It is expected that the post holder will have a flexible attitude towards working patterns and practices to meet changing business needs of the organisation and the job description will be reviewed annually. Any variations will be consistent with the level of responsibility contained in the job description. 

The post holder is required to attend and contribute to team meetings, supervision and appraisal sessions and attend training sessions relevant to the role.
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