	CUMBRIA COUNTY COUNCIL

	JOB PROFILE 

	Post Title: 
Domiciliary Care 


Supervisor
	Department: Cumbria Care

	Grade:

Scale 5
	Location(s): Various

	Date: 
11th December 2007
	Responsible to: District Co-ordinator


1.
Purpose of the Job

As part of a district team programme the delivery of Home Care Services for Cumbria Care Services Users, supervise and support the work of Support Workers in order to provide high quality, cost effective, co-ordinated and flexible packages of care to Service Users.

2.
Principal Accountabilities

2.1
Follow agreed procedures to accept referrals for Home Care from Adult Social Care. Ensure that the service provided meets agreed quality criteria and is delivered cost effectively, making the best use of available resources and contributing positively to Cumbria Care Business Plan targets.


2.2
Work closely with the District Co-ordinator to secure appropriate numbers of adequately trained Support Workers are available to deliver the services being purchased by Social Services. 

2.3
Maintain effective communication with the Out of Hours Co-ordinators ensuring an efficient hand over at the start and end of the normal working day.

2.4
Provide day to day supervision, advice and support to a team of Support Workers to enable them to carry out their duties to the highest standards of quality and efficiency and in accordance with the agreed care plan.


2.5       To be responsible for checking and signing off staff payroll documentation against rosters.

2.6        Reporting any problems, issues or concerns to the District Co-ordinator in a   
       timely, efficient and effective manner. 


2.7        You are responsible for your own Health and Safety and that of other people

              in the course of your work and are expected to take any necessary/appropriate
              action to ensure this. You will co-operate with your employer to ensure that 
             Health and Safety requirements are fully met.

2.8       To be trained and undertake role, where appropriate, as a Manual Handling key 
      worker.


2.9       To be trained as an assessor for NVQ Level 2, and actively undertake the role, where appropriate.

2.10 To ensure all service users have a current and up to date care plan and Risk Assessment.

3.
Key Tasks

3.1
At times, when appropriate, a supervisor may need to programme Home Care visits and ensure the Support Workers and Service Users are kept adequately informed about times of visits, durations of visits and tasks to be undertaken.

3.2
Use computerised and manual administrative systems as required to maintain accurate and up to date information systems for all aspects of the Home Care operation including payment of Support Workers.

3.3 Follow agreed procedures for the recruitment, induction, training and other areas of personnel administration related to employment and retention of permanent and relief Support Workers

3.4
Where appropriate participate in home or hospital visits or case meetings to assess/reassess Service Users needs and ensure the service being proposed or provided meets that need.

3.5
Ensure any concerns the Support Workers may have about the well being of Service Users are treated in confidence and dealt with speedily and appropriately.

3.6
Carry out any reviews of Service User need in accordance with regulatory requirements of Adult Social Care, and maintain effective communication with Service Users, Social Services and other agencies at all times.

3.7
Ensure the Support Workers are aware of the Health and Safety responsibilities and that any Health and Safety concerns about a Service Users or their home are reported to the appropriate Care Manager in Social Services.

3.8
Carry out regular individual supervision and individual appraisal with Support Workers. Identify Support Worker training needs and ensure these are fed into the planning process for training.

3.9
Organise and run regular patch meeting for Support Workers in line with Policy and maintain local bases for the collection and deposit of equipment and keys.

3.10 Contribute to the development, implementation and monitoring of quality assurance systems and procedures.

3.11
Maintain adequate supplies of protective clothing and equipment, stationery and other supplies required for the effective running of the services. Ensure compliance with financial and administrative procedures.

3.12
Any other reasonable duties commensurate with the grade of the post as may be requested by the District Co-ordinator including the delivery of Home Care to cover emergencies or staff shortages. (These would normally be undertaken during the Supervisors usual hours of work).

CUMBRIA COUNTY COUNCIL

PERSON SPECIFICATION

Post:

Domiciliary Care Supervisor

Department:
Cumbria Care

Location:
Various

	
	ESSENTIAL
	DESIRABLE

	Experience   
	Experience of working without immediate supervision and problem solving

Experience of working in a computerised environment

Experience of supervision of staff carrying out practical tasks

Personnel and Financial Administration

Experienced in Manual Handling Key Work, plus robust awareness of Health & Safety issues

Experience of compiling comprehensive care plans
	Professional caring in the community.

Database maintenance

Scheduling resources



	Knowledge
	
	Awareness of the needs of vulnerable adults / children

Awareness of the Home Care Service

Geography of the area

Data Protection and Security

Microsoft Computer Applications e.g. Word



	Qualifications
	NVQ Level 2 Care Award or equivalent
	Any Social Care Qualification

D32/D33 Assessor Award

NVQ Level 4 in Management or equivalent



	Training
	Supervision Skills

Computer Literacy
	Equal Opportunities

Recruitment and Selection

Moving and Handling

Risk Assessment 



	Special Skills/Attributes (Oral/Written communication


	Ability to work effectively with staff and colleagues from other agencies 

Understand the need to respect confidentiality.

Able to deal with a variety of people and situations

Able to prioritise and work to targets


	

	Personal Skills


	Good communication skills

Customer Care: strong internal and external customer focus and a desire to deliver a quality service, respecting the rights, choices and dignity of the individual

Teamworking: An ability to lead a team and work within a team environment, working together to develop and continually improve the service

Ability to travel
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