	
C U M B R I A   C O N T R A C T   S E R V I C E S



	
JOB PROFILE   



	Post Title:
Domiciliary Care
District Co-ordinator


	Department:
Cumbria Care



	Grade:

	Location(s):
Various



	Date:
25th September 2007 
	Responsible to:
Operations Manager, 
Home Care and Day Care




1
Purpose of the Job

1.1
To take responsibility for the delivery of adult social care services which promote quality, independence and protection for service users.


1.2
To lead a district team and line manage Home Care Supervisors.

2
Principal Accountabilities
2.1 Organisation of Work
To ensure that resources are deployed and organised in an efficient and effective manner which meets the needs of clients.

2.2 Business Planning
To contribute positively to Cumbria Care Business Plan targets, through the timely creation and implementation of localised Business Plans for District Office within area of responsibility.

2.3 Financial Management
i) To ensure that all financial policies and procedures are fully maintained within all aspects of the service.

ii) To control income and expenditure within defined budgets.

iii) To identify opportunities for cost efficiencies within the service and opportunities for income generations.

iv) To assist in identifying areas for service development and submit proposals accordingly.


2.4 Quality Management / Health and Safety 
i) To ensure that Cumbria Care’s Quality policies and procedures are fully applied and maintained.

ii) To identify and promote opportunities for continuous improvement.

iii) To respond promptly and effectively to complaints received.

iv) To provide a service user culture where consultation and inclusion are positive features of the service.

2.5 Personnel Management
To recruit, support and develop staff, and manage performance and attendance where necessary.

2.6 Local Networks
To liaise with a wide range of local agencies, which ensures that the service is well supported.

2.7 Compliance
2.6.1
To ensure that the service meets the statutory and regulatory requirements placed upon it.

2.6.2
To ensure that all records and systems are maintained as required by the policies and procedures of Cumbria Care.

2.8 Communication
2.8.1 To develop good working relationships with Area Purchasing Managers and Social Work Teams to ensure effective communication and effective service delivery.

2.8.2 To maintain good communication with line management, colleagues, other professional staff and relatives of service users.

CUMBRIA CONTRACT SERVICES

EMPLOYEE SPECIFICATION

Post:
Domiciliary Care District Co-ordinator 

Responsible to:
Operations Manager

	
	ESSENTIAL
	DESIRABLE

	Qualifications/Training/
Competence
	Supervision.  Care Planning
Training in Social Care.

NVQ level 4 Management.
	Dips SW.

Nursing Qualification.

NVQ 5 Management.

	Relevant Experience
	2 years’ at Supervisor / Team Leader level.

Experience of performance managing / supervising staff in Social Care environment.

Experience of positively contributing to organisational targets
	3 years’ as Supervisor / Team Leader.

	Knowledge
	Commitment to equal opportunities.
	Knowledge of QA System.

Knowledge IT systems.

	Skills/Ability
	Budgetary management.

Ability to effectively cascade to teams in house training.

Ability to deal with difficult people and situations.

Administrative skills.

Ability to lead and motivate a team.

Proven ability to develop care plans.

Able to prioritise and work under pressure.

High level of communication and organisational skills.
	Ability to work as a member of multi-disciplinary team.

Proven ability to manage staff.


	Personal Skills
	Customer Care
Strong Customer focus and a desire to deliver a quality service.

Teamworking
An ability to work within a team environment, working together to develop and continually improve the service.
Flexibility
A willingness to be flexible to support changing requirements of customers and business. 
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