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JOB DESCRIPTION

Department/Division: Operations


Job Title: Care Home Manager
Location: Birmingham/ Chesterberry
Grade: 8
Accountable to : Sensory Services Manager
Overall Purpose of the Job

To lead the day to day management of the care home, supporting profoundly deaf residents with a variety of additional needs and ensuring the individuals we support receive a personalised service which meets and continually responds to their changing needs.  You will also be responsible for managing and supervising staff and ensuring that the home delivers a quality and compliant service, meeting expectations around Care Quality Commission quality standards and working in partnership with the Local Authority.
Principal Accountabilities

Home Manager Duties

• To ensure that you manage the service on a day to day basis. 

• Ensure that personal care is provided in line with Service User preferences and right to privacy and dignity. Ensure that care is reliable, skilled and sensitive and is delivered at times which meet the needs and preferences of Residents including cultural, religious beliefs and other needs.
• Implementation and planning of person-centred care and support plans with Residents and monitoring satisfaction of their planned and delivered care. Ensure that the service is appropriate and responsive to the changing needs and preferences of Residents.

• Make referrals to specialists and agencies to ensure that individual needs are identified and met. 

• Ensure Residents are supported with the management of medication including staff adhering to BID Services’ Medication Policy and procedures.
• Be accountable for the quality of the service and ensure conformity with service specification, quality standards and expectations of BID Services’ purchasers and stakeholders.

• Ensure that policies and regulations pertaining to management of buildings, fire safety, food safety, personal hygiene and infection control, environmental health, general safety and security are adhered to by staff, residents and visitors.  Develop and maintain policies and procedures that are appropriate for a care home (for example, Medications Policy).
• Ensure that vulnerable adults and children are safeguarded from harm. Comply with BID Services’ safeguarding policy and procedures and immediately report concerns regarding vulnerable adults or children to the Designated Safeguarding Lead, and the Duty/On-Call Manager.

• Encourage Service User feedback and suggestions for improving services and promote a positive attitude to complaints. Ensure that complaints are investigated in line with BID Services’ procedures and that timely and appropriate action is taken.

• Maintain effective administrative procedures and financial control systems with support from the Sensory Services Manager and the Finance Department. Ensure that matters pertaining to Residents finances are managed within the appropriate policies and guidelines and monitor carefully financial arrangements and transactions. 

• Participate in monitoring and evaluation procedures, contribute to formal reviews of the service and collect and collate relevant statistical information. 

Staff Management Duties
• As the Home Manager you will recruit and lead staff ensuring the highest levels of performance and standards of work are achieved, the service is delivered in accordance with individual care plans, and in line with the contract specification and CQC requirements.

• Support the Responsible Person to ensure the service is fully compliant with regulator and commissioner requirements.
• Monitor and manage staff attendance, reliability, performance, values and competency through supervision, direct observation and Residents and stakeholders’ feedback. Ensure that staff records are up to date and ready for inspection by CQC and senior managers.

• Ensure that staff training, learning and development needs are identified and met and that staff receive appropriate induction, mandatory and other training. 

• Ensure that staff resources are coordinated efficiently and flexibly to meet Residents’ needs and resourced to safe levels and in planning rotas fairly and consistently with at least 4 weeks’ notice in advance. 

General Duties
• Carry out all work in a manner consistent with the vision, core values and strategic direction of BID Services.
• Promote the organisation and services in a positive manner and work in accordance with the BID mission statement and core values : Caring – Trusted – Professional - Empowering - Supportive 
• Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work.
• Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision as requested by the Sensory Services Manager 

• Work in accordance with other organisational policies with emphasis on adhering to BID’s Safeguarding procedures, Health and Safety policy including risk assessment and risk management practices, and Information Security/GDPR.

• Be committed to the organisation’s environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.
• Undertake any other duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects.
Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: ___________________________   Date: ________________
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PERSON SPECIFICATION FORM

Department/Division:    Operations/ Chesterberry


Role/Job Title:                 Home Manager
Method of assessment : ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and ‘E’ = exercise

[standard insertions in red text – generally these should apply to all front line and management roles but may be moved to desirable where they are not relevant]

	Knowledge

	Essential
	Desirable

	AF/I
	Relevant care legislation/regulation.
	
	

	AF/I
	Understanding of best practice across care sector.
	
	

	AF/I
	Safeguarding knowledge and experience.
	
	

	AF/I
	Risk management, quality assurance and complaints
handling.
	
	

	AF/I
	Understanding and application of person-centred care.
	
	

	AF/I
	Of people with a sensory disability (Deaf, hard of hearing, sight Impaired, or severely sight impaired , Deafblind/acquired Dual Sensory Loss)
	
	Of other disabilities and neurodiversity.

	AF/I
	Understanding of equality, diversity and inclusion
	
	

	AF/I
	Knowledge of safeguarding and applying safeguarding procedures
	
	

	AF/I
	Knowledge of health and safety practices and risk assessment
	
	

	AF/I
	Knowledge of Data Protection and GDPR regulations
	
	


	Qualifications

	Essential
	Desirable

	AF/I
	Registered manager - QCF Level 5 in Care/Management (OR NVQ Level 4 / Registered Manager’s Award or equivalent).
	
	

	AF/I
	Evidence of continuous professional development.
	
	

	AF/I
	
	
	Deaf BSL user or has a British Sign Language qualification Level 2 or above.


	Skills

	Essential
	Desirable

	AF/I
	Leadership – proven track record in leading and 
managing staff  - with a ‘can do’ attitude and in a supportive and motivational manner. 
	
	

	AF/I
	Outstanding communication and presentation
skills.
	
	

	AF/I
	Excellent negotiation and influencing skills.
	
	

	AF/I
	Excellent analytical problem-solving skills with
solution focus, able to analyse trends and

themes and identify opportunities.
	
	

	AF/I
	Effective time management, prioritising 

and organisational skills ensuring all 

deadlines are met within a pressurised 

complex and challenging varied workload.
	
	

	AF/I
	Strong interpersonal skills.
	
	

	AF/I
	Able to identify risks and conduct risk assessments to take appropriate actions
	
	

	I
	Team Player
	
	


	Experience

	Essential
	Desirable

	AF/I
	Experience working in the health/social care sector in a supervisory/ management role.
	
	

	AF/I
	Experience motivating and developing individual and teams.
	
	

	AF/I
	Experience of rota planning & rota management.
	
	

	AF/I
	Experience working with adults with a VI/Learning disability/older adults and their families.
	
	

	AF/I
	Experience of providing line management, supervision 
and support to  staff.
	
	

	AF/I
	Experience of supporting health & safety and 
safeguarding decisions,  providing support and direction
 to staff relating to such matters.
	
	

	AF/I
	Experience in monitoring and maintaining service quality systems.
	
	

	AF/I
	Experience of engagement, negotiation and influencing 
different audiences and their specific needs.
	
	

	AF/I
	Monitoring and ensuring the team are delivering
measurable results.
	
	

	AF/I
	Day to day resource management (incl budgets) to meet
 financial objectives and financial priorities.
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