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JOB DESCRIPTION

TITLE:


Deputy Manager

REPORTS TO:
Home Manager
PRIMARY OBJECTIVE:

To assist with the 24 hour management of the Home, ensuring that all aspects of care and service delivery is focused on meeting the needs of the residents in accordance with the principles of Social Role Valorisation.

To assist with supervision, monitoring and day to day management of other staff and support carers within the policy/procedures framework of ‘POTENS’

To deputise for the Home Manager in their absence.

This position will require an advanced Access NI Police check. Cost will be paid by employer.
PRINCIPLE DUTIES

A:
PROFESSIONAL

To assist with:

1. Assessment of individual residents’ total needs within the framework of individual personal plans, initiating appropriate action plans to this end.

2. Implementing, sustaining, monitoring and regularly evaluating the agreed goals, ensuring that the resident, their families and friends/advocates are fully involved in the process.

3. Encourage and support the residents to become integrated members of the local community by making full use of all local services.

4. Encourage residents to exercise individual choice and control over all aspects of their lives.

5. Develop and maintain links and good relations with other professionals and external agencies, in particular with Further Education Departments, Social Education Centres, and leisure facilities, in accordance with aims stated within individual personal plans.

6. Initiate and develop new ideas and methods regarding the quality of service, and involve residents and other staff as much as possible.

7. Maintain a high standard of professional conduct encouraging and motivating other members of staff by personal example, thereby promoting good staff morale.

8. To ensure that service user’s rights are respected at all times and in line with the Human Rights Act and Mental Capacity Act 2005 and ensuring Deprivation of Liberty (DOL) guidelines are always followed.

9. To ensure Safeguarding Policies are adhered to, to protect and safeguard vulnerable people.

10. To ensure that service users are safeguarded from physical, verbal, financial or material, psychological or sexual abuse, neglect, discriminatory abuse or self-harm, inhuman or degrading treatment, through deliberate intent, negligence or ignorance, in accordance with written policies.

11. Consult promptly and report to the Home Manager, regarding any problems and difficulties, which may prevent the smooth running of the Home.

12. Keep up to date with clinical developments and other changes by                                 

participating in discussions, training sessions and workshops when

required to do so.

B:
MANAGERIAL

To assist with:

1) Co-ordination, supervision, and monitoring of all staff’s work and care practices within the Home.

2) The day to day staffing resources of the Home and ensuring duty rota’s are planned in advance, faxing them to the requested authorities. 

3) Arrange the necessary appointments for residents to attend G.P. and other local health services, i.e Chiropodist, Dentist, Opticians, and other specialist support services.

4) Create a homely, domestic and family environment, and the organisation and implementation of general household duties, directly participating and obtaining the full participation of all staff in the provision of high standards of cleanliness, laundry, shopping for food, cooking of meals etc.

5) Participate in (monthly) staff meetings involving the residents as much as possible.

6) Assist with allocating correct level of leave to staff within the building to meet service requirements.

7) Ensure that all staff are aware of and comply with the agreed policies and procedures of ‘POTENS’.

8) Participate in duties within the Home.

9) Establish and participate in regular reviews of resident’s care.

10)
Assist with the effective management and safekeeping of petty cash, ensuring that all necessary records, invoices, receipts etc. are kept in line with the financial policy framework.

11)
Help and co-operate in the effective management of staff budgets by careful organisation of duties and shifts. Also co-operate and exercise effective and economic management of all other non-staff budgets, i.e: equipment, maintenance, use of the telephone and energy savings.

12)
Participate in the On-Call rota, to provide managerial support.

13)
Rapidly deal with any complaints, and where appropriate inform the Home Manager.

C:
ADMINISTRATIVE

To assist with:

1) Sign staff time sheets and expenses as required.

2) The receipt of goods delivered, checking and reporting any discrepancy.

3) Ensure all statistical and other reports are correctly completed and forwarded to appropriate departments of the Company.

D:
LEGAL

Where appropriate, be responsible and ensure compliance with the Registration and Inspection requirements of Residential Homes laid down by the Registration Department. This includes staffing levels, environmental health, fire prevention and other health and safety arrangements, and arrangements for drug and administrative practices.

QUALIFICATION: 


NVQ Level 3 or working towards one/willingness to work towards one. Practical experience of supporting people with learning difficulties, preferably within a community setting.

This job description is a general guide and will be subject to change in the light of experience and changing needs of the service. 
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