Registered Service manager Job Description [image: A logo of a boat and a sailboat]

	Where you will be working:
	Care Afloat SAILS (Supported Accommodation & Independent Living Service), Skelmersdale.

	Reports to:
	Nominated Individual



JOB PURPOSE:
The Supported Living Service Manager is responsible for ensuring the organisation provides a person-centred service to all members, building relationships with them, their families, and the local community. The role is responsible for the supervision and management of a team of support workers, writing care and support plans and rota planning. The post holder will also be responsible for team management for annual leave, appraisals, performance management and any employee relations issues. 
KEY DUTIES AND RESPONSIBILITIES:
	Key tasks

	
	To work alongside key staff, organising and writing Care Plans, and Risk Assessments. Also supporting staff to provide a first-class service to the young people, following SAILS processes, policies and quality systems.


	
	Have sound knowledge and understanding of Ofsted Independent living Standards.


	
	Responsible for the delivery of the service which takes into account all of the day-to-day operational requirements, and also quality measurements and monitoring.


	
	Responsible for ensuring the service has the required level of resources to support the young people. Including ensuring that the service is fully staffed according to agreed levels.


	
	To ensure that all members are aware of all social, recreational and community opportunities and events and facilitating any necessary access.


	 Operational Tasks

	
	To deploy staff in a way which maximises cost efficiency whilst meeting the demands of the people we support.


	
	To ensure that appropriate person-centred support arrangements are in place for each young person and reviewed, as per policy.


	
	Implement and monitor quality assurance strategies and documents, actively promoting a culture of continuous improvement.


	
	To be responsible for authorising annual leave requests ensuring that the service has the required level of resources to meet the needs of our members.


	
	To ensure that all day-to-day changes and amendments to staff schedules and rotas are recorded in the workforce planning system and that adequate staffing levels are maintained.


	
	To ensure that all relevant records and documentation is reviewed and updated in line with the requirements of Ofsted Regulations.


	
	To ensure that all care plans and risk assessments are regularly reviewed and updated and recorded in the relevant files.


	
	To conduct weekly/monthly quality assurance site visits and ensure audits are completed (fire / H&S / infection control / medication / finance / property etc. To write results based (fire / H&S / infection control / medication / finance / property etc. To write results-based action plans, implement and review.


	
	Ensure all health and safety legislation, internal and external guidance and procedures are communicated and implemented.


	
	To work with the senior managers to ensure an anti-oppressive, anti-abusive approach to service provision.


	
	To ensure all incidents and safeguarding concerns are appropriately recorded and raised to senior management in a timely manner.


	
	To ensure that all young people have an allocated key worker.


	
	To take shift responsibility for on-call and emergency response on a rota basis within the management team.


	
	To deliver hands on support within the team as required in emergency situations.


	
	To undertake any other duties as may be reasonably requested.



	Communications

	
	Ability to communicate effectively across multi-disciplinary teams, both internally and externally.


	
	Ensure effective representation and joint working with key agencies, families and individuals.


	People Management

	
	Line management responsibility for a team of support workers including matters relating to supervisions and appraisals, ensuring issues are addressed as required.


	
	To manage and support staff in line with Langdon Policies and Procedures, including supervision, absence management, performance management, disciplinary and grievance issues.


	
	To ensure all staff receive regular supervision and they are recorded.


	
	To take responsibility for the recruitment and selection of support staff including a full induction and completion of training and qualifications required by regulation.


	
	To train, develop coach and motivate staff through leading by example and demonstrating good working practice.


	
	To ensure training needs of all staff are met effectively – implement induction programmes and identify and provide for ongoing training needs.


	
	To hold regular team meetings with the support workers and ensure the meetings are documented.


	Financial Management

	
	To work within agreed budgets.


	
	To ensure the financial probity of the young people’s monies and ensure the organisation’s policies and procedures regarding finances are rigorously followed.


	
	To ensure all payroll documentation is completed, checked, approved and signed off by the given deadline.


	
	To authorise staff expenses, ensuring that claims are in line with company policy.


	Key Values

	
	In addition to undertaking the duties as outlined above, the post holder will be expected to adhere to the following: 
· The Organisation’s Values 
· To behave in accordance with the organisation’s values.


	Equity & Diversity

	
	To act in accordance with the Organisations Equity & Diversity Policy, which is designed to prevent discrimination of any kind.


	Health & Safety

	
	To ensure that there is effective Fire and Health and Safety equipment, practices and procedures which comply with current legislation. 


	
	Ensure that all duties are carried out in line with the Organisation’s Health & Safety Policy.


	Risk Management

	
	Responsible for reporting complaints, incidents and near misses through the appropriate reporting procedures.


	
	Responsibility for attending health & safety training as required.


	
	Responsibility for ensuring appropriate with risk assessments and behaviour management plans are in place and adhered to.





image1.png
=7 SMILS

SUPPORTED ACCOMMODATION & INDEPENDENT LIVING SERVICE




