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Job Description/Person Specification

Post Title:

Care Team Leader
Department:

Older Peoples Services – Community Care
Responsible to:
Branch Manager

Responsible for:
Senior Support Workers and Support Workers
Purpose of Post

To organise and supervise the delivery of home care services to frail and vulnerable persons living in their own homes.  To work in a flexible and reliable manner in response to the needs of the service.  To co-ordinate the recruitment process for home care assistants.

Key Tasks

1. Supervises home care assistants to maintain safe working practices to client/relative/representative satisfaction and in line with National Minimum Standards for Care.

2. Receives referrals from all sectors of the community, and undertakes initial assessment visits to clients to establish and implement care plans.
3. Carries out visits to potential new clients to establish needs and positively promotes the Association when required.

4. Prepares weekly rotas for care staff to ensure all clients receive service as designated in their care plans.

5. Carries out regular reviews of care plans to take account of changing circumstances and ensures that the care user and/or their representative and Social Services personnel are fully involved.

6. Carries out spot checks on the service delivery in relation to good time keeping and quality of care.

7. Checks on the quality of information and communication between the care users and Housing 21.

8. Checks on the level of information that is available in care users’ homes to support the effective and safe delivery of the service.

9. Liaises with job centres, local press and Personnel Department with regard to recruitment of home care assistants and conducts interviews as required. 

10. Deals with office and basic personnel administration.

11. Identifies training needs for care staff and ensures that the induction and ongoing care training programme accurately reflects the needs of the staff and the service.

12. Carries out supervisions and appraisals for care staff.

13.  Checks that risk assessments and all other health & safety practices are being carried out correctly and that records are maintained and updated as required.

14. Ensures familiarity with client’s care plans supplied by Housing 21 and assists clients with personal care as set out in the care plan.

15. Undertakes household tasks for clients as set out in care plan if required.

16. Assists clients with any other specified tasks as directed by the line manager, support services, relatives/representatives.
17. Keeps accurate and relevant records.

18. May need to maintain records with regard to client contributions/stamp collection.
19. Participates in / organises on-call rota as directed by the line manager.

20. In liaison with line manager, communicate any concerns about service users’ health and welfare to health and social care professionals, other carers etc.

21. Informs line manager of any accidents, incidents or complaints received in relation to Housing 21 or its employees.

22. Keeps line manager informed of any difficulties/changes in personal circumstances.
23. In consultation with line manager identifies areas requiring personal development and undertakes training as required.

24. Attends supervisory and training sessions as directed by line manager.

25. Carries out all duties in line with Housing 21 Care Policies and Procedures and legislative requirements.
26. Promote, respect and uphold the dignity of service users at all times. Participate in and actively support activities to promote the dignity of service users, their families and carers.
27. Responsible for own Health and Safety, ensuring a safe working environment for colleagues.

28. Undertakes any other duties in line with the basic objectives of the post.

Housing 21 reserves the right to alter the content of this job description to reflect the changing needs of the business, but is a correct reflection of the duties of the post at the time of writing.

CARE TEAM LEADER (COMMUNITY CARE)
PERSON SPECIFICATION

QUALIFICATION AND EXPERIENCE

· Educated to GCSE standard or equivalent.
· Commitment to undertake necessary further training.
· Experience in providing a care service to older people.
· Supervisory experience.
· NVQ Level 2 or above (desirable).
· Relevant social care qualifications (desirable).
· Experience in delivering care to older people in the community (desirable).
SKILLS AND ABILITIES

· Good communication and interpersonal skills.
· The ability to assess the needs of older people.
· The ability to support other staff.
· Solid administration and organisational skills.
· Proficient in the use of ICT (including Microsoft Office; e-mail).
· The ability to network with other organisations (desirable).
KNOWLEDGE

· An understanding of the ageing process and the challenges that face older people.
· Knowledge of Health and Safety issues.
· Knowledge of National Minimum Care Standards.
· An awareness of other agencies which provide support to older people.
· An appropriate level of expertise in the operation of standard office information and communication technology applications, including e-mail, word processing, spreadsheet and presentations software and computerised Domicilliary care management systems.

· Knowledge of Staff Rostering Systems (desirable).
ATTITUDE

· Team player.
· Confident.
· Commitment to involving and consulting older people on care service delivery.
· Stays calm under pressure.
· Values diversity and shows commitment to equality of opportunity.
· Values health and safety and shows a commitment to ensuring a safe working environment.
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