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Job Description

Nail Cutter

Responsible to
CQC Registered Manager/Nail Cutting Manager 
Hours
XX hours worked flexibly and in line with appointments
Location
Horsham/Haywards Heath
Main Purpose of job:

To assist in the delivery of high-quality nail cutting service in accordance with agreed standards, internal and external organisational policies, and procedures.

Key Duties and Responsibilities:

· to receive referrals from the administrative coordinator/Manager and arrange appointments with clients as required.
· to cut clients' nails at appropriate intervals in their homes and/or in regular clinics 
· To record fully their foot care and health problems and make any necessary referrals 
· to maintain clear and accurate records of contacts with clients.

· to conduct ongoing basic risk assessments and carry out an annual health check review for each client.

· to advise the Manager of any issues or concerns about clients or the work in general.

· to ensure that client’s equipment is not damaged and replaced accordingly
· to ensure that the appropriate fee is collected and recorded at the end of each visit and that all monies are handed to the office as appropriate.
· to keep the Manager/office informed of any changes in arrangements such as holidays and illness.
· to ensure an adequate supply of the necessary materials is always held.
· to attend team meetings and participate in training and other development activities as appropriate.

· to keep an accurate record of all hours worked and expenses incurred and submit claims to the office at regular intervals.
General


· the post holder will undertake such other duties as may be reasonably required and will be expected to work effectively with others, to use initiative and to make a positive contribution to the work of the organisation. 
· the post holder will be expected to undertake training and other development activities as appropriate.

· Age UK West Sussex, Brighton & Hove is committed to achieving Equality of Opportunity in services to the community and in the employment of people, and the post holder is expected to understand and promote its policies in all aspects of the work.

· the post holder will ensure that confidentiality is maintained in line with the organisation's confidentiality policy statement and procedural guidelines.

Key contacts and relationships 

Work closely with the CQC registered manager/service manager, administrative coordinator and care coordinators from other services to ensure the service maintains all CQC regulated standards.
Develop and maintain internal and external relationships to enable service promotion and links for ongoing support for clients.

Equal opportunities
Age UK West Sussex, Brighton and Hove is committed to anti-discriminatory policies and practices and it is essential that the post holder is willing to make a positive contribution to their promotion and implementation.

Scope of job description
This job description reflects the immediate requirements and responsibilities of the post. It is not an exhaustive list of the duties but gives a general indication of work undertaken which may vary in detail in the light of changing demands and priorities. Substantial changes will be carried out in consultation with the post holder.

Person Specification – Nail Cutter
	Essential


	Desirable

	Effective organizational skills including information, resources, and time management.
	Experience of rota planning

	Ability to work alone on own initiative in a community setting
	Experience as a care coordinator

	Excellent communication skills with ability to manage and motivate people towards achieving defined outcomes
	NVQ level 3 or equivalent in Health & social Care

	Experience of care work
	Good Geographical knowledge of Brighton & Hove

	Have experience of working in the community
	Foot Health Care Practitioner qualification

	Understands the adult social care environment and how we can best add value
	

	Be able to maintain accurate records
	

	An understanding of, and interest in older people, their situations, and the opportunities they may want and/or need
	

	Ability to carry out basic Risk Assessments
	

	Good computer skills including using main Microsoft packages 
	

	Ability to work as a team and alone when necessary, using own initiative. 
	

	Have a flexible approach to work to include working weekends and Public holidays as agreed 
	

	Full driving license and use of car for

work. Ability to travel on occasion to 

different locations including other 

AUKWSBH sites

	

	Understanding of and adherence to 
organisational Code of Conduct, 

supporting positive change across the 

charity
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