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Job Description
Job Title:  Service Manager	
Service:  Day Services 
Grade: 7
Responsible to: Business Manager  

Purpose:  

· To be responsible for CQC compliance for the service, taking responsibility and accountability for the delivery of professional, competent and high-quality care.


· To support the Business Manager with the leadership and management of SCAS care and support services.

· To ensure that personalised care and service is provided to vulnerable people with complex disabilities and the service area/staff team meet all statutory requirements, professional and best practice guidance in accordance with all relevant policies and procedures and Sunderland Care and Support quality standards.

· To assist the Business Manager in the management of a range of community services or support teams, ensuring balanced workloads and the efficient delivery of the service 

· To assist Business Manager in the management of 24/7 services which respond to emergencies and deliver planned interventions.  

· To lead, manage and supervise a team or a range of individual small services within one of the company’s divisions providing and promoting person-centred care and support to vulnerable customers including people who have a range of mental health needs, learning and physical disabilities, and require differing levels of support;

· To ensure the effective and efficient management of a high quality service which includes the following:
· Responsive to the changing needs of customers
· Meets all Health and Safety requirements
· Ensures All company Policies and Procedures are followed
· Meets all required CQC standards 
· Provides a supportive and rewarding environment to the company employees 
· Delivers care and support in line with the companies


Main Duties and Responsibilities:

· To ensure the effective management of financial and staffing resources and establish and maintain systems which ensure the delivery of appropriate support to people and that  the safety and wellbeing of vulnerable people with complex needs are met

· Lead team in continuous service development improvement to ensure that the vision and objectives of SCAS are delivered within the responsibilities

· Demonstrate to colleague’s excellent practice in all areas of care and support, including how to maximise the independence and functional ability of customers to enhance their quality of life, develop and maintain life skills. 

· To ensure high standards of support for people using the service and promote independence, choice and control for the individual.  

· Ensure company statutory and non-statutory responsibilities are fulfilled and Legal solutions are implemented on behalf of the company

· Assess and / or anticipate customer needs and service delivery requirement

· Ensure key stakeholders are identified, consulted and are meaningfully involved in  the joint planning process e.g. customers, parents, family members and Health and Social Care Professionals 

· Establish and maintain the trust and confidence of customers, their family and carers and carry out regular customer reviews including where appropriate attending case conferences, and MDTs.

· Ensure that the service area meets all health, safety and social care standards. 

· Provide advice and guidance and Support to customers and colleagues

· Ensure protection of the community and vulnerable individuals

· Support Service reviews, Family forums and production of an Annual service report

· Support, organise and provide practical care and support to customers which Safeguard’s their human rights at all times and ensure that the care and support provided, protects people and ensures their safety and well-being.

· Conduct Risk Assessments for individual customers to provide them with opportunities to lead as independent a life as possible within their local community and to ensure the safety of customers and employees.

· Work as part of a Team, within a multi-agency framework, to ensure that the aims and objectives of the service and the needs of the customer are identified, assessed and met

· Respect people’s culture, beliefs and preferences in all aspects of their daily life and within the care service that is delivered. For example: Menu planning and food preparation, personal care routines and religious practices. 


· To be responsible for the operational management of Community Support Teams or small individual services  across multiple sites ensuring that all aspects of care and support customers, based on identified care and support plans and comply with Company, CQC.

· To address staff performance issues including Attendance Management ensuring that they are addressed appropriately and quickly, utilising company procedures to monitor and assist staff and, when necessary, to evoke disciplinary procedures following advice from HR. 

· To promote effective working partnerships with other internal and external agencies and organisations to maximise the independence of all customers 

· To lead by example ensuring that good practice in social care delivery is demonstrated throughout the service

· Provide appropriate supervision and appraisal to an agreed number of staff in line with organisation policy and procedure. 

· Report, act upon and resolve all complaints from customers and/or their representatives, or grievances by staff, immediately they become apparent in line with the organisations complaints procedure.

· Review customer satisfaction of services and that the quality of the service provided is monitored and improved where needed.

· Ensure the learning and development needs of the company’s workforce is undertaken  and where appropriate provide coaching, mentoring and training to ensure the development of staff professional skills.

· Prepare and present reports of a statutory and non-statutory nature

· Communicate with colleagues through attendance at Manager’s Briefings, Hub meetings, and convene regular team meetings to share/exchange information.

· Coordinate the effective induction of new colleagues using SCAS workplace induction processes and assess their work practice to nationally recognised induction standards.

· The timely completion of Safeguarding Adult Concerns, CQC notifications and reports

· Respect people’s right to the confidentiality of information within legal and SCAS governance arrangements, policies and procedures.

· Coordinate the Team and service recording in files and other records, and ensure they are all accurate, legible, complete, up to date and stored in the correct manner, with regard for confidentiality and SCAS processes. For example:

· Writing up minutes of meetings
· Daily records
· Diary entries
· Support plans
· Leading on Care plan review meetings

· Comply with data protection principles and respect the privacy of personal and customer information.

· Report and record comprehensive and accurate information and observations.
 
· Work flexibly on a rota basis, including weekends, evenings and bank holidays

· Work flexibly across all service areas, and in all geographical locations. 

· Ensure the service has appropriate staff cover, maintains approved staffing levels and staffing availability is best used across the Hub.

· Ensure the health, safety and security of the workplace for yourself, colleagues and customers, in accordance with legislation and SCAS policies and procedures.

· Work in either the community or a building based service

· Participate in the company’s standby  arrangements

· Have a good understanding of medical conditions affecting customers and health – care task requirements

· Deal with intermediate emergency situations in accordance with prescribed procedures.

· Keep up to date with knowledge, skills, innovation and developments in service provision, to use in your work with people and when leading the staff team.

· Honour and prioritise work commitments.

· Have responsibility for managing a delegated budget 

· Act in a professional manner, in line with SCAS policies, procedures, it’s commitment to equality and sound value base of social care principles. For example: promoting independence, individualisation, confidentiality, non-judgemental attitude.

Other Duties:
· The post holder must carry out their duties with full regard to the Company’s Equal Opportunities Policy and all other Company Policies.
· The post holder must comply with the Company’s Health and safety rules and regulations and with Health and Safety legislation.
· The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Company.
· The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Company records and information. 
· The post holder comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Company records and information, and respect the privacy of personal information held by the Company.
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