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Role:           


Assistant Team Leader
Reports to:


Home Manager/Team Leader
Reports:



Support staff
Budgetary accountability:
nil
Budgetary influence:

nil
Job Purpose
To manage the day to day operation of the home in the absence of the Home Manager/Team Leader ensuring a homely/safe and happy environment for the Service users is adopted and maintained and the provision of support is provided to a high standard.  
Accountabilities
1. To work with the Home Manager/Team Leader to provide a high quality service for service users ensuring their holistic needs and aspirations are met.
2. To manage shifts in the absence of the Home Manager/Team Leader supervising staff ensuring that they carry out their roles efficiently and  to assist and support the process of induction of new team members. 
3. To manage and develop the staff team in conjunction with the Home manager and to carry out any formal process as required (improving performance, absence management).
4. To assist and carry out assessments of and the associated care plans and risk assessments. 
5. To ensure the service meets its contractual commitments and to highlight any concerns and assist with implementing improvements.
6. To maintain professional relationships with families and others connected with the service users.

7. To ensure individual care programmes are provided for service users, ensuring Service user involvement, in liaison with the Support Team and those records are maintained accordingly. 
8. To participate in the assessment of support needs ensuring outcomes are recorded and its delivery is carried out and to monitor/evaluate its effectiveness. 
9. To stimulate interaction between the service users by motivating them to take part in their own development by participation in group, occupational, recreational activities and Including community activities where appropriate. 
10. To ensure that you obtain any prescribed medications from their General Practitioner and that they are correctly administered and stored safely.
11. To ensure that the finance systems for the house are appropriately maintained  in line with the policies issued by the Finance department and relevant legislation.
12. To ensure that service users monies are maintained and that their resources are spent in an appropriate manner. 
Other
Special demands. This should include any extraordinary conditions applicable to the job (for example, heavy lifting, 

exposure to temperature extremes, prolonged standing, or travel, shifts). –

Working a variety of shift patterns having relevant training to the role commensurate with the
service e.g. Dementia pathway, Recovery pathway, Positive Behavioural Support, People
moving and handling skills.
Acting up as Home manager in the event of a prolonged absence

Key results area/measures for the role
The following areas are measured by a variety of methods such as feedback from Managers,

use of service, delivery of personal objectives by the individual via the performance management system

and results from Operations KPIs.

1. Management is supported to achieve an appropriate environment in which people are supported through a professional and caring service.

2. Service Users, relatives and local people enjoy a good relationship with the Home and commissioners can rely on all staff working to deliver an excellent service in which staff take pride.
3. The morale and wellbeing of your team and colleagues is promoted and actively supported; a healthy, supportive and pro-active attitude is promoted to internal and external customers at all times.

4. Residents’ needs are regularly reviewed and they individually participate in their needs assessments. 

5. External people who contact or come to the Home are assured of a professional welcome into a safe and efficient, caring service that respects individuals.

6. Your team is supervised in line with Trust standards and their performance appropriately managed. They know and understand their roles and can come to you for advice and clarification. You encourage a spirit of shared responsibility and embrace accountability. 

7. The home is a safe place to live, work and visit; the environment is welcoming and clean and it is a pleasure to be there. 

Person Specification

	
	Essential
	Desirable/Ideal

	Qualifications
	Level 2 Diploma or NVQ 2 in Health & Social Care

Educated to GCSE Level A-C or equivalent in Maths and English or ability to achieve the relevant standard in the numeracy and literacy assessments
	Level 3 Diploma or NVQ 3 in Health & Social Care

Management qualification

	Skills
	Strong  communication skills in order to effectively communicate with team members, residents and a range of stakeholders (including families and carers)
Good organisational skills to ensure tasks are completed 
Effective time management skills and the ability to work well under pressure
Mentoring /coaching skills and the ability to provide a positive and professional role model to other members of staff

Good IT skills and familiar with packages such as Microsoft Word, Outlook and Excel.
	

	Experience
	Previous experience of a managing and leading people and teams

Previous experience in a residential/nursing home or knowledge of social sector

Have in depth knowledge of the care of [service client group]
Proven experience of being able to build productive working relationships and partnerships with all those involved in providing the services.
Experience that demonstrates ability to identify issues and develop a logical and clear approach to problem solving, with the ability to resolve conflict using own judgement and patience
	

	Other
	Willingness to be flexible, adaptable and responsive to change
Demonstrable commitment to learn and develop yourself and your team.
Commitment to delivering a high quality service and to support the aims of the Trust 

A commitment to enabling people to live their lives to the full
Genuine respect the people being supported 
	



