
Job Description                                                          
	Post title
	Registered Manager Shared Lives

	Job Evaluation
	N11633

	Grade
	Grade 12

	Service
	Adult and Health Services

	Service area
	Adult Care- County Durham Care & Support - Shared Lives

	Reporting to
	Team Manager – County Durham Care & Support

	Location
	Approved location within the County of Durham, but you may be required to work at any Council workplace within County Durham.

	Disclosure and Barring Service (DBS)
	This post is subject to an Enhanced Disclosure for Children & Adults.

	Flexitime
	This post is eligible for flexitime

	Politically restricted
	This post is designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role
The post-holder will manage the Shared Lives scheme, a scheme registered with the Care Quality Commission (CQC).  The Registered Manager is legally responsible for how the service is run and for the quality and safety of the care provided. 
The post-holder will ensure the Shared Lives scheme is safe, responsive, well led, effective and caring, ensuring the best possible outcomes are achieved for people using the service.
The Shared Lives scheme provides people with long-term placements, short breaks and respite care, within Shared Lives Provider’s own homes. The service supports younger and older people living with a learning disability and/or mental health needs. 
The Post- holder will manage, supervise and support a staff team made up of support managers and monitoring/support.
To provide a Management Function to Hartlepool Borough Council to help grow and develop Shared Lives in their area.
To promote digital technology within the service and One Touch Health
Duties and Responsibilities


To provide leadership, management and governance of Durham Shared Lives scheme ensuring high-quality, person-centred and safe care is promoted in an open and fair culture.

To work closely with the Care Quality Commission, completing an annual Provider Information Return (PIR), ensuring standards are met and notifiable incidents are reported. Working towards an outstanding rating in all areas. 

To manage the marketing, recruitment, selection, assessment, induction and development of Shared Lives Providers within County Durham and Hartlepool Borough Council.

To carry out initial assessment visits with relevant support manager to ensure the quality of applicant and safety of home environment.

To manage the recruitment, selection and induction processes of all new staff coming into the Shared Lives service.

Management of the supervision and appraisal process, ensuring that ongoing training and development needs of the workforce are identified.

Management of sickness monitoring to ensure the wellbeing of staff.

To chair monthly team meetings, allocating tasks and caseloads to the team, ensuring actions/targets and performance figures have been met

To manage Durham Shared Lives approval panel process and take on the role of Panel Advisor during meetings. 

To carry out annual Registered Manager site visits to ensure Providers are complying with agreed Policies /Procedures and CQC Regulations, that the best possible outcomes are being achieved for the people who use our service in a safe and comfortable environment.

Management of Health and Safety relating to users of the service, Providers and staff.

Management of resources to ensure the safe, effective delivery of service, making recommendations and controlling expenditure against budgets.

To audit case files to ensure that records are being completed to the standard required by a Registered Service.

Signing off support plans ensuring they are accurate, current and reflect service provision.

To collate relevant information required for Performance Figures.

To implement, devise and review Shared Lives Policies and Procedures.

Responsible for ensuring that quality systems are developed, implemented, maintained and audited to ensure quality of service provision.

To work effectively with other professionals in line with the delivery of the service.

To take responsibility for, and deal with appropriately, any emergencies that may arise, including safeguarding concerns.

Promote mechanisms to ensure full engagement for users of the service.

Management of systems to ensure confidentiality and data protection.

The postholder will be required to work on their own initiative managing their time effectively, prioritising their workload.

To communicate effectively with the team, Partners, Providers, Users of the service and their families.

To be committed to continuous professional development.

To work within professional boundaries

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	
Qualifications

	A recognised professional qualification in Care and Management e.g. DipSW, CQSW, CSS, NVQ 4 Care, NVQ 4 Management, RGN (LD).


	Recognised alterative qualification Management Qualification e.g. CMS, DMA, BSc or a Certificate of Institute in Management.

	
Experience

	Substantial experience of managing in a health or care environment
Significant experience of working with adults who have a disability.
Experience of providing effective management and leadership to a team
Substantial experience in a role requiring the supervision and management of staff working in a care role
Experience of Adult protection and working within policies and procedures
Experience of networking and partnership working with other external agencies and professionals 
Budget and financial management skills
	Budget Management
Human Resources Practices
Developing and Monitoring systems.
Organising and co-ordinating delivery of service.

	
Skills and Knowledge 

	Knowledge and understanding of the Care Quality Commission 
Ability to lead a team
Ability to motivate staff
Ability to take new initiatives forward
Ability to offer support and guidance in a constructive way
Management skills 
Excellent communication and listening skills
Be computer literate.
Excellent report writing skills. 
Good interpersonal skills
Good understanding of needs of people with a learning disability
Effective time management
Assessment and support planning skills 
Good understanding of Quality Assurance Frameworks 
Planning, monitoring and assessment skills 
Ability to adhere to Professional Boundaries
Ability to work on their own initiative and as a member of a team
	

	
Personal Qualities

	
Good leadership qualities and the ability to lead by example 
Service User and Provider orientated.
Person centred 
Emotional resilience and maturity 
Self-motivating
Empathetic approach
Ability to work under pressure 
Positive outlook 
Commitment to equal opportunities
Openness to new ideas and ways of working
Flexible approach to work by responding to the needs of the service including, at times, requirements to work beyond normal working hours.
Willingness to undertake training to meet organisational requirements
Willingness to achieve relevant qualifications in care, management or other appropriate subject as required by the needs of the service.  

Special Requirement:
Access to a car or access to a means of mobility support (if driving must have a current valid driving licence and appropriate insurance).
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