CONNEX COMMUNITY SUPPORT
Connex Care & Support Service (Tameside) - Manager
	Job Description issued on:
	June 2019

	Duration
	Permanent, subject to funding

	Probationary Period
	3 months

	Contracted Hours
	27 hours/week

	Based at
	Connex Community Support office, 131 Katherine Street, Ashton –under-Lyne, OL6 7AW

	Area Covered
	Tameside area

	Reporting to
	Joint Head of Connex Care & Support (CYP) – Tameside service lead

	Responsible for
	Connex Care & Support Tameside Coordinator 
All Connex Care & Support sessional staff (Tameside)


Purpose

To manage the Tameside service, ensuring that the service provides the highest quality support to children, families and individuals. To ensure that the service meets CQC (Care Quality Commission) requirements.
Duties & Responsibilities

Service Delivery

1. To manage the Connex Care & Support (Tameside) staff team to ensure that an efficient and reliable service is delivered to our service users.

2. To ensure that all requests for support from families and appropriate agencies are processed and responded to.

3. To ensure that there is good communication between the office, staff and clients.

4. To ensure that detailed confidential client records are maintained and updated following any support or intervention.

5. To ensure that service user care plans and risk assessments are in place and reviewed as necessary.

6. To ensure that Safeguarding policies and procedures are followed.

7. To support the Registered Manager in ensuring that the service is delivered in compliance with Care Quality Commission requirements.

8. To liaise with the Care Quality Commission as required.

9. To ensure that the Connex Care & Support service is compliant with all legislative requirements, and adheres to the organisation’s Policies and Procedures.

10. To ensure that out of hours’ phone cover is provided at all times to staff and families.

11. To respond to and investigate any complaints received, following the procedures detailed in Connex Community Support’s Complaints Policy.

12. To ensure client invoices are raised in liaison with the Accounts department.

13. To follow up any aged debt identified by the accounts department.

14. To work within budgetary requirements, supported by the Accounts Manager.

15. To assist with the annual review of charge rates for the service to ensure resilient and sustainable service delivery.

Staffing

16. To recruit staff to ensure that adequate staffing levels are maintained to meet the needs of the service.

17. To ensure that staff costs are managed to make efficient use of their skills, availability and geographical location. 

18. To ensure that all staff are trained to a high standard, and that all mandatory training is undertaken and refreshed as required.

19. To ensure that the appropriate training is delivered to staff who are supporting children/adults with specific medical/behavioural needs.
20. To deliver induction and other training to staff as required.
21. To ensure that all staff receive regular support and supervision, including annual appraisals. 

22. To ensure that monthly payroll information is prepared for the accounts department.

23. To ensure that staff personnel records are kept up to date and that Contracts of Employment are reviewed and relevant.

24. To manage staff holiday and sickness, ensuring that adequate staff cover is maintained for continued service delivery.
25. Where possible, to provide support to service users in the event of lack of support worker availability.

Service Development

26. To promote the service to relevant referral agencies, and directly to the public, using a variety of media.

27. To assist senior management in the preparation of tender or funding application documents. 

28. To identify and develop ideas for the longer term development of the service.

29. To assist senior management in preparing the annual budget for the Connex Care & Support (Children & Adults) service.

General Duties

30. To provide regular reports to the Chief Executive, Management Board and funders as required.

31. To represent Connex Community Support and in particular the Care & Support service, at meetings and events appropriate to the service. 
32. To undertake any training deemed necessary for the post.

33. In partnership with other Connex Community Support staff and volunteers, support promotional and volunteer/service user social events where possible. 

34. To undertake any other duties as appropriate.

Person Specification: Connex Care & Support Service (Tameside) - Manager

1. Essential Skills and Experience
1.1 Hold a minimum of QCF (NVQ) Level 4 in Health and Social Care or have at least 3 years’ management/supervisory experience in the care sector.
1.2 Have a good working knowledge of the care industry, safeguarding and CQC requirements.
1.3 Have experience of multi-agency and partnership working.
1.4 Good staff management skills.

1.5 Good organisational skills.

1.6 A team player with good interpersonal skills.

1.7 Good numeracy and IT skills.

1.8 Good written and oral communication skills.

1.9 Good presentation skills.

1.10 Good recording and monitoring skills.

1.11 Self-motivated, able to work on own initiative.

1.12 Able to take responsibility, organise time efficiently and handle conflicting work pressures.

1.13 Must respect the confidentiality of client information.

1.14 Driving licence and use of a car. Travel across the High Peak and Tameside area will be required.

1.15 The post holder must be willing and able to obtain an acceptable Enhanced DBS Certificate

2. Desirable Skills and Experience
2.1 Experience of delivering training.
2.2 Have a good understanding of disability.
2.3 Financial and budget management experience.
2.4 Experience of preparing tenders and grant applications

3. Flexibility

3.1 Ability to work flexible hours as some occasional weekend and evening working may be required

3.2 This is a small office and therefore we require all our staff to be flexible in what they are willing to do.
