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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Team Leader – Home Care Services


	POST NUMBER:  1510YFX 1534YFX 1536YFX

	REPORTS TO (Job Title):  


	Home Support Manager

	DEPARTMENT:   Adults Services

	GRADE: 7

	JE REF:
	1476
	PANEL DATE:
	111206

	1.
	MAIN PURPOSE OF JOB 

 

Under the direction of the Home Support Manager you will be responsible for the day-to day management of the home care worker.

 

	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:

	 
	i
	To ensure the smooth running of the service, and compliance with CSCI and local quality standards.

	 
	ii
	Undertake visits with customers to develop service plans, Risk assessments and reviews.

	 
	iii
	To meet  with staff on a regular basis and review any changes to customers needs

	 
	iv
	To regularly discuss changing customer needs with the Home support manager and other team leader's to ensure consistency.

	 
	v
	Complete relevant  customer documentation as appropriate  

	 
	vi
	To receive new referrals and set up packages of care as appropriate (sometimes at short notice.)

	 
	vii
	Enter all relevant customers information on appropriate CYC. IT systems such as ISIS. Maintain written details on customer files  to include audit information.

	 
	viii
	At all times maintain the confidentiality of customers in line with CYC policy and procedures.  

	 
	ix
	To organise and participate in team meetings and to be involved in the recruitment and selection of staff following CYC guidelines.

	 
	x
	To liaise with other multi disciplinary agencies involved with the customer, such as G.P, District Nurse,  Care Manager.

	 
	xi
	To conduct regular supervision, direct observation sessions, Risk assessment and appraisals identify training and personal development plans for staff.

	 
	xii
	To participate in mandatory training sessions i.e. moving and handling.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

 

No. reporting - Direct: 10-15                                Indirect: 0



	4.
	CREATIVITY & INNOVATION

 

· Be able to communicate clearly, concisely, and effectively in face to face situations, and by telephone with colleagues, other departmental staff, and staff from other agencies.

· To be willing and able to work without close supervision, and demonstrate self-reliance and foresight. To undertake further training, including mandatory training as required and to have an awareness of equal opportunities.

· Able to work flexibly as part of a team, particularly as regards covering the 7 day work rota, and in supporting colleagues in challenging situations to include being on call to provide managerial support to staff.

· To be involved in the recruitment and selection, Induction, training and development of staff in the team in accordance with CYC policy's.

· To take delegated responsibility for the maintenance of record systems and the collection of audit information.

 

	5.
	CONTACTS & RELATIONSHIPS

 

· Liaise effectively with members of the multi agency team e.g. District Nurse, Care Management staff and other council departments.

· To comply with CSCI regulations and standards.

· Establish a close working relationship with the  Home Support Manager through meetings, supervision day-to-day communication.

 

	 6.

 

 

 

 
	DECISIONS (Discretion and Consequences)

· Have an understanding of the responsibility individual employees have for their own health and safety, and have an awareness of Health and Safety Legislation. 

· Pass on relevant information regarding changes of need whilst compiling with confidentiality policy and procedures.

· Have an awareness of Vulnerable Adult Procedure including POVA.

· To have an awareness and implementation of CYC policies and procedures e.g. H.R policies


	7.
	RESOURCES - financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value




· Uniform / protective clothing

· Radio/mobile phone

 



	8.
	WORK ENVIRONMENT - work demands, physical demands, working conditions & work context

 

Work demands

· To provide a flexible service that meets the identified needs of the customers

· Mandatory training
 

Physical demands
Support the staff to:-

· Support people with mobility problems

· Support people with personal care

· Safe use handling and storage of equipment 

 

Working conditions

· Enable the service to run effectively and flexibly over 7 days from a designated office base. 

 

	9.

 
	KNOWLEDGE & SKILLS (essential)

· The have knowledge and experience of working within a home care setting.

· Sensitivity to the needs of people with varying health, disability and communication needs

· Understanding of partnership and multidisciplinary working.

· To have good standards of written and oral communication and the ability to communicate effectively.

· To understand the need for procedures, guidelines and policy's within community services to be able to demonstrate organisational ability in relation to record keeping and the management of time.

· To be able to work without close supervision and demonstrate self reliance and foresight.

· To be prepared to work towards NVQ levels 3-4
· To demonstrate basic I.T skill or have the willingness to undertake training to acquire these skills.

· To demonstrate the ability to carry out Risk assessments or have the wiliness to undertake training to acquire these skills.

· To have knowledge of the appraisal system and have the willingness to undertake training to conduct appraisals in accordance with the councils policy's and procedures. 

· To have experience in supervising staff in the provision of a home care service in line with CYC policy's and to comply with CSCI and local quality standards.
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C2 - Mastery or proficiency - Can express him/herself spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it. Can understand with ease virtually everything heard or read.
This post requires the post holder to undertake an enhanced – adult workforce (with barred list check) criminal record check via the Disclosure and Barring Service.


	10.
	Position of Job in Organisation Structure
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