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Job Description/Person Specification

Post Title:

Day Centre Manager
Department:

Older Peoples Services – Extra Care 
Responsible to:
Court Manager
Responsible for:
Day Centre
Purpose of Post

To manage, review and develop the day centre services on a day to day basis in line with the Association’s policy and performance standards and in accordance with the contract specification and conditions. To promote the work of the Association and the dignity of service users whilst ensuring a professional image at all times..
Key Tasks

1. Provide a day care service for up to thirty service users daily. Ensure a range of stimulating activities are provided to meet the varying needs of the service users group. Monitor and evaluate all activity programmes.
2. Ensure that service users’ current needs and well being is monitored and alert colleagues, other professionals and line manager if required.
3. Arrange and attend care plan meetings, reviews and case conferences concerning service users. Provide subsequent reports care plans, risk assessments or action plans when required.
4. Encourage service users participation and feedback. Report outcomes to line manager and relevant people.
5. Provides line management to day centre staff, including regular supervision, performance monitoring and appraisals in accordance with the Association’s policies.
6. Identifies staff training and development needs, including induction of new staff and finds ways of meeting these within the allocated budget.
7. Deploys staff, including sessional staff and volunteers to ensure the effective running of the service, including approving and monitoring holiday and other absences.
8. Ensure that vacancies are filled promptly, in liaison with the line manager and HR Department.
9. Records and reports any complaints received and responds in liaison with the line manager and in accordance with the Association’s Policy.
10. Ensures that management information such as weekly statistics and reports are compiled as directed by line manager and contractual agreements. 
11. Maintains all documentation relating to the day centre, its clients and staff.

12. Ensures that the service operates efficiently, to agreed quality standards and within budgets.

13. Establishes effective networks and contacts with Social Services, health professionals and other relevant stakeholders, including community organisations.  

14. Reviews the day centre services in consultation with key stakeholders and in the light of established best practice and makes recommendations for their development, including production of key objectives, strategies,  operation plans, time scales and budgets.  

15. Participates in training courses appropriate to the post.

16. Participates and holds regular staff meetings, service user meetings. 

17. 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.
18. Responsible for own Health and Safety, ensuring a safe working environment for colleagues.

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

Special Circumstances

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.

DAY CENTRE MANAGER
PERSON SPECIFICATION

QUALIFICATIONS AND EXPERIENCE

· Worked in day Care with older client group

· Staff and Budget management
· Evidence of appropriate care training.
· Supervisory or management experience of day care for older people / people with dementia and other mental health or physical disabilities (desirable)
· Qualification in care (desirable).

· Certificate or Diploma in Management or equivalent (desirable).
SKILLS AND ABILITIES

· Ability to review and evaluate services.

· Ability to lead and co-ordinate group work activities.

· Ability to work within budgets and tight deadlines.

· Ability to motivate staff group.

· Strong communication and interpersonal skills, including working with older people and for those for whom English is a second  language.

· Ability to work with professionals from varying disciplines and different organisations.

· Basic IT skills
· 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  Domiciliary Care Management Systems 
· ICT proficiency
KNOWLEDGE

· Knowledge of the needs of older people including people with diverse needs.

· Knowledge of best practice in day care.
ATTITUDE

· Energetic, self- starter able to exercise imitative within defined limits. 

· Sets high but realistic standards for self and others.

· Commitment to quality customer service.

· Values diversity and shows commitment to equality.
· 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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