Barnet Mencap

   Job Description

Job Title:

Manager, Sherrick House Short Breaks Services
Reports to: 

Chief Executive

Location:

Sherrick House and other locations as required
……………………………………………………………………………………………………

CONTEXT AND PURPOSE OF JOB:

Under the direction of the Chief Executive, undertake overall management and administration of the short-breaks services for children, young people and younger adults with learning disabilities in line with the Care Act, Children and Families Act and Health and Social Care Act 2008, as well as regulations in relation to small homes. 
To be the registered manager for Sherrick House and the domiciliary service.
To ensure the service complies with the CQC’s Fundamental Standards.

To lead in the development of the short-breaks service within the organisation in response to changing needs.

MAJOR DUTIES AND RESPONSIBLITIES

To manage the short breaks services at Sherrick House and organise the community service for children. 

Assess the needs of potential users of the service.

To ensure that individual programmes are planned and monitored by the deputy and support workers.

To promote at all times the value of and respect for individual’s rights and needs, opportunities for choices, opportunities to gain life skills and to develop relationships, and to be involved in non-segregated activities in the community.

To organise a programme of holiday short breaks.

To ensure that the service meets the individual’s cultural needs.

To develop a flexible service which responds to the needs of the users and carers.  Establish and develop links with family carers and relatives in order to provide a sensitive service.

Maintain appropriate records regarding the needs of the service.  Ensure that there are effective administrative systems to monitor the short-breaks service.

Produce reports and statistics in line with the requirements of the contracts.

Ensure that a high standard of personal care is offered.

Be available to fully participate in the staff rota including working weekends and sleep –in shifts.

Ensure a high standard of care is given to those clients with health issues, eating difficulties e.g. epilepsy, asthma etc.

Develop a system of booking stays, which ensures maximum use of the service as well as taking into account the compatibility of clients.

Have a good working knowledge of IT systems and other technology

Attend reviews, managers meetings and other meetings as appropriate and take an active part in Barnet Mencap’s Managers Group.

Attend and contribute to personal supervision and appraisal and attend training as required.

QUALIFICATION

To hold the Registered Managers Award, or equivalent, or undertaking training to achieve it.
STAFF MANAGEMENT

Offer regular supervision to staff that is of a high professional standard and quality.
Positively promote teamwork and lead a service in a time of change.

Assist in the recruitment and selection of staff in conjunction with the Chief Executive.

Maintain the bank of support staff.

Maintain effective communication systems including written procedures and hand over notes to maintain continuity of care.

Implementing induction for new staff.

Carry out performance appraisals yearly with six-month reviews.

Identify staff training needs.

Manage potential conflicts, attendance and time keeping.

FINANCIAL RESPONSIBILITY

Maintain and monitor budgets ensuring the systems operate in conjunction with Barnet Mencap’s procedures.  Suggest improvements to systems.  Highlight any issues in a timely manner to the Chief Executive Officer.

Ensure that spending within the setting is within prescribed financial limits, and in accordance with Barnet Mencap procedures.

Ensure that all financial procedures are adhered to in respect of both Barnet Mencap’s and the visitor’s personal funds.

Take responsibility for budgets e.g. Petty cash, purchase orders etc.

To monitor budgets delegated to you by the Chief Executive.
PREMISES CONTROL / HEALTH AND SAFETY

Maintain a working knowledge of the Care Act 2014, Care Standards Act 2000, the Health and Social Care Act 2008, and the Registered Homes Act 1984 and the regulations in relation to small homes.

Ensure that a high standard of health and safety is maintained and that procedures are reviewed and followed.

Ensure that staff are instructed in, and adhere to, the requirements of food handling, lifting and handling, first aid, fire safety and other health and safety regulations and legislation.

Maintain the health and safety logbook and all other records in accordance with procedures.

Ensure that a high standard of food is served and that food hygiene regulations are adhered to.

Ensure lifting, handling, and other risk assessments are in place and followed.

Ensure that property, furniture, and equipment are maintained to an acceptable standard.

Liaise with the Chief Executive regarding maintenance repairs or to the fabric of the building.
Keep abreast of developments in the field by means of literature and journals etc.

EQUAL OPPORTUNITIES

Actively promote equal opportunities policies and anti-discriminatory practices at all times.

PROMOTION OF SERVICE

Develop links with the community and other organisations and promote positive images of people with learning disabilities.

FLEXIBILITY

In order to deliver services effectively, a degree of flexibility is needed and the post-holder may be required to perform work not specifically referred to above and be required to change duties in response to the needs of the service.  Such duties, however, will fall within the scope of the post, at the appropriate grade.

GENERAL

The duties and responsibilities of this post may change over a period of time.  Only significant additional duties or responsibilities as required by the Chief Executive will render the post for evaluation.
BARNET MENCAP

PERSON SPECIFICATION

Job Title:
Manager, Sherrick House


Location:  Sherrick House NW4 4JX
	POST REQUIREMENTS/CRITERIA
	ESSENTIAL/

DESIRABLE
	
	ASSESSED FROM APPLICATION FORM/

INTERVIEW/PRESENTATION 

	EXPERIENCE RELEVANT TO POST
	E

E
	2 years’ experience of working with adults/children with learning disabilities.

1 year’s experience at a senior level.


	A/1

A/I/References

	SKILLS & ABILITIES/SPECIAL
	E

E

E

E

E

E

E

E

E

E

E

E
	Knowledge and understanding of people with learning disabilities.

Assessment of client needs and to plan and monitor support plans.

A commitment to the right of individuals to participate fully in decisions that affect their lives.
Knowledge of Safeguarding for children and adults at risk and ability to implement procedures
Good verbal and non-verbal communication skills.
Understanding of the Mental Capacity Act and Deprivation of Liberty
Understanding of the importance of Short breaks, and ways of providing them.
To organise holidays and support people with learning disabilities when they are away
Good IT skills.

Ability to write reports and present data.

To be able to meet service users personal care and health care needs

To comply with CQC’s Fundamental Standards and the requirements of a registered service
	A/I/P

A/I

A/I/P

A/I

A/I

A/I

A/I

A/I

A/I

	KNOWLEDGE RELEVANT TO JOB

KNOWLEDGE RELEVANT TO JOB
	E

E

E

E

E

E

E


	To meet all Health and & Safety requirements.

Knowledge and experience of staff development, supervision, performance appraisals and identifying training needs.

To liaise with family carers and professionals.

Competent in promoting team work and managing conflict.

To manage the financial procedures, monitoring budgets, completing accounts/returns.

Experience at recruitment, interviewing, selection and inducting new staff, and implementing personnel procedures.

Actively promote equal opportunities policies and anti-discriminatory practice.


	A/I

A/I

A/I/P

A/I

A/I

A/I/probation

A/I

	EDUCATION
	E

D

E

E


	Good secondary education.

CQSW, Dip SW, Nursing.

Registered Managers Award or Equivalent.

Undertake training and personal development
	A

A

A

A

	TRAINING
	D

D

D
	First Aid Certificate.

Food Handling Certificate.

Lifting and Handling Assessor Certificate.
	A

A

A/I/Probation

	SPECIAL JOB REQUIREMENTS
	E

E

E

D
	To work a rota including evenings, weekends, waking nights and sleep-ins.

To be on cover and in contact as and when required.

To cover in the event of an emergency.

To hold a full driving licence.
	A/I

A/I

A/I

A/I


The information on this form will be the basis on which applications will be short listed.   All applicants with a disability who meet the essential criteria to be short listed/invited for interview.

Please note Sherrick House is situated on two floors with no lift.
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