CONNEX COMMUNITY SUPPORT
Care Coordinator – Care & Support Service Buxton
(Children & Young People and Older Adults)
	Job Description issued on:
	August 2021

	Duration
	Initial 12 months contract, extension subject to funding.

	Probationary Period
	3 months

	Contracted Hours
	30 hours/week

	Based at
	Connex offices, Buxton

	Area Covered
	High Peak & North Dales*

	Reporting to
	Heads of Department – Connex Care & Support (CYP) and (OA)


Purpose

To work in conjunction with the Heads of Departments and to assist in the smooth running and upkeep of all care delivery practice and procedures.
Duties & Responsibilities

1. To play a lead role in the development of good community care practices and procedures in relation to Care and Support services.
2. To visit Service Users and undertake complete assessments of task and risk. To transfer this information into a completed care plan. 
3. Introduce support workers to Service Users and to monitor and review ongoing packages of care, undertake regular spot checks, assessments and review visits as required.
4. Attend case conferences or reviews as required in order to monitor and review care packages.
5. To respond to short notice cancellations, rearranging staff cover as appropriate. 
6. To carry out risk assessments at all new service users’ homes and ensure the working environment is safe for carers and Service Users, where it is not to liaise with social services to rectify any unsafe areas, items and to inform carers, Service Users and the office accordingly.
7. To further establish the quality reputation of Care and Support and identify opportunities for increasing service provision, through effective liaison with other agencies as appropriate: - Care Managers - Purchasing Officers - Hospitals - GPs - Friends - Relatives - Other interested parties.

8. To organise and participate in staff meetings on a regular basis.
9. Ensure that client/staff files are maintained and updated as required. Ensure the events and outcomes of all client visits, carer consultations, spot checks, complaints etc., are all recorded in all cases immediately following the event/visit. 

10. To support care staff and provide one to one supervision of staff. 

11. Ensure that Service Users care plans are updated, completed regularly and accurately by carers and kept in the client’s home. Copies of client notes over 6 weeks old should be and returned to the client’s file in the office.
12. Promote the development of staff and provide leadership in the improvement of good care practice.
13. To answer telephone enquiries, ensure correct message recording, actioning of messages and the maintenance and upkeep of daily records and information.

14. To work within the budgetary requirements of the service.

15. To work with colleagues to ensure the service meets the standard of CQC (Care Quality Commission).

16. In conjunction with other colleagues provide out of hours phone cover for the service when required.

17. Develop the service, putting Equal Opportunity Policy into practice, ensuring that the service provided is sensitive to need and is culturally appropriate.
18. To respond appropriately to emergency situations.
19. To undertake any training deemed necessary for the post.
20. To assist with the marketing of the service to referral agencies and directly to the public.
21. To undertake any other duties as appropriate.
Person Specification: Care Coordinator – Care & Support Service (CYP and OA)
1. Essential Qualities

1.1 Previous experience of working in a busy office.

1.2 Good organisational skills.
1.3 A Team player with good interpersonal skills.

1.4 Good numeracy and IT skills.

1.5 Good written and oral communication skills.
1.6 Ability to communicate with children and adults with varying levels of need. 

1.7 Good recording and monitoring skills.

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

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

1.10 Must respect the confidentiality of client information.

1.11 Driving licence and use of a car

2. Desirable Qualities

2.1 Hold a minimum of QCF (NVQ) Level 3 in Health and Social Care or be willing to work towards once in post. 
2.2 Have a good working knowledge of the care industry and CQC requirements.

3. Flexibility

3.1 Ability to work flexible hours as some occasional weekend and evening working will be required, providing emergency phone cover.
3.2 This is a small office and therefore we require all our staff to be flexible in what they are willing to do.

4. Essential Requirement
4.1 The post holder must be willing to obtain an up to date Enhanced DBS Certificate

