                                                                              

                                      Job Description
	Job Title
	Registered Manager 

	Department
	Care and support

	Area of work
	Remote working, covering geographical areas

	Reports To 
	Director of Operations 

	Job Purpose 
As Registered Manager, you will be responsible for the day to day operational management of Deafblind UKs Independent Living/Domiciliary care Services, and community communicator guide support within the required geographical areas.  
Lead and manage the delivery of a high quality support service to customers through the effective management of a team of Care Coordinators and Team leaders whilst supporting, promoting and delivering a person centred, outcome driven service that empowers individuals with support needs.
Develop and maintain excellent professional relationships with local purchasing authorities such as Health and Social Service Departments to ensure strong partnership arrangements and to promote the local services offered by Deafblind UK.
Liaise with the CQC and the inspection officer as required regarding notifications, inspections and general enquires. 



Main duties: 

Service Delivery:

· To ensure the effective delivery of high-quality service to all Customers.
· To work from the Registered office and work alongside the Director of Operations to ensure the efficient running of the Care and support services.
· Be able to carry out planned or short notice travel to our Geographical areas
· In accordance with the Customers’ individual support plan deliver a support service through consultation and agreement with the Customer that meets required support plan outcomes. 

· Ensure review meetings with Customers, their families, external stakeholders and professionals are held, ensuring they are well planned and that the team is confident to help facilitate reviews, where they are required. Manage the administration and formal records in accordance with Deafblind UK policy and the requirements of the CQC (Care Quality Commission)  
· To ensure that complaints and feedback are responded to promptly and ensure that the culture within the team you manage is open and honest.
· To assist the Director of Operations in ensuring that all staff are familiar with Risk management processes and that they actively participate in ensuring that risk management is adhered to and complied with.

· Ensure that regulatory compliance is being achieved as an absolute minimum and ensure that any areas of noncompliance have clear concise plans for improvement.
· Attend Team meetings and feedback key messages to the Support staff
· To work flexibly and be prepared to work early mornings, late evenings, weekends and bank holidays (where required) as required by operational demands of the services. This will include on-call work.  

· Ensure that sickness and absence is managed effectively and robustly and to ensure staff are well supported.

· To maintain excellent professional relationships with key stakeholders, such as family members, professionals and external providers of services.
· Be an excellent ambassador for Deafblind UK.

· To have a clear understanding of the service budget for Care and support and Accommodation. To be able to use key financial data to identify potential issues and to be able to suggest remedial action quickly if issues arise.
· Competently planning, producing and distributing excellent quality rotas and effectively using the time and attendance system. You will need to understand local authority contractual obligations and ensure that all commissioned support hours are delivered in line with the specified contracts. You will need to demonstrate an excellent track record of rota management and be able to role model this within the team.
· To ensure that all staff deployed on a rota are being fully utilised against their contracted hours, absences are covered and that the rotas are being distributed with at least 4 weeks notice.
Effectively Managing the Team:

· Responsible for and to be involved in the effective recruitment and induction and probation of staff, ensure good quality interviews are carried out, select high quality staff and fully understand and can comply with HR policies and processes.
· To ensure 1-1 supervisions take place regularly with all support staff, dealing with difficult or complex situations, and that good quality conversations with support staff have been had, and that these are fully documented and signed. 
· Ensure that observations of direct support are carried out regularly and that records of observations are used to provide good quality feedback to the support teams and drive-up performance.

· Ensure that regular team meetings are being held within the area and ensure that they are well structured and provide an opportunity for dispersed support staff to come together, learn new skills and support each other.
· To undertake and ensure that team members attend mandatory and personal development training through local and corporate induction, online and 1:1 training.

· Ensure that all new staff undertake the Care Certificate and achieve completion as per Deafblind UK policy and regulatory requirements and sign off the completed booklet when satisfied the staff member has fully completed and understood the contents of the induction. To provide feedback if any issues arise when marking the booklet or whether the staff member has not fully completed the process. 
· Ensure that your teams have a basic awareness of their own responsibility to deliver support that meets the requirements of the CQC.

· To understand and clearly communicate the expected standard of performance across the teams you manage. To promote a culture within the team that is open and honest and be prepared to give and receive honest feedback.
· To be an excellent role model for the team and be prepared to get close to difficult issues that the team might have, so that they feel supported and valued.
· To support individuals in your team, maximise their potential, and where this fall short be able implement improvement plans with clear goals and targets.
· To be confident and prepared to have honest conversations with people.
· To manage absence effectively in the teams that you manage.
Compliance Management
· To ensure all staff comply with Deafblind UK’s Policies and Procedures and CQC quality statements and lead in any CQC inspection. 
· To ensure that Safeguarding Policies and procedures are implemented and adhered to.

· Ensure that all staff understand their own responsibilities about Safeguarding Vulnerable Adults and Children and that all staff receive regular training in this area.

· Ensure that all staff fully understand their responsibility for their own health and safety and the health and safety of the people they support and understand how to use accident and incident/serious incident reporting processes. 

· Ensure that regulated activities and high-risk tasks such as administering medication and moving and handling are observed using Deafblind UK processes.

· Effectively manage and report absences of staff team through (time and attendance clocking system) and ensure the HR Department are fully aware of all absences.

· To have an eye for detail and regularly check the standard and quality of the work being carried out in the services.

· Ensure that internal audits of quality are undertaken.
· To be able to identify improvements that are required and develop improvement plans and take remedial action quickly.

· To develop a strong culture that promotes a continual improvement in the quality of service delivery.

· Responsibility to drive the use of information and data to understand performance at a service level, be able to identify areas of good practice and areas that require improving, identify where there are any underlying causes and how do we take action and learning from these to be the best we can be.
· Meets agreed deadlines for reporting and information requirements and processes, and ensure the services are compliant with data requests.
Customer/Stakeholder Manager:

· Use all opportunities to positively and professionally represent Deafblind UK to internal and external audiences. 

· Assist the Director of Operations of achieving agreed service and local growth targets and use local information to develop and contribute to business plans, including retention of existing business.
· Use stakeholder feedback and information to promote and achieve improvements in service delivery, such as liaising with customers and their families if appropriate.
                                                 Person Specifications 
                                                          Registered  
Manager
This section outlines the attributes and skills you will need to be a successful Registered Manager.

· Being people centered 

· Empowering, including and respecting all people

· Committed and passionate about delivering personalised support

· Creative about developing new ideas
Qualifications

· QCF Level 4 or 5 (or equivalent) in Social Care/Leadership & Management
· BSL (British Sign Language) Level 1 or above or willing to obtain.
· To be prepared to hold the Registration of Registered Manager with the CQC
Experience & Skills Set

· Significant and demonstrable experience of people management processes including supervising and managing support staff, recruiting, leading, developing and motivating employees.
· Significant experience of leading regulated activity and CQC compliant, quality processes and delivering contractual regulatory framework services. 
· Experience of supported living tenancy agreements, and processes 
· Experience of financial management processes and managing multiple budgets.

· Experience or ability to foster strong relationships with colleagues and external bodies. 

· Experience of developing a care sector business whilst delivering to business plan objectives.

· Experience of motivating staff to deliver high quality social care services.

· Experience of working within a target driven role and have demonstrable experience of meeting targets.
· Experience of managing risk and making good decisions.

· Ability to manage daily staff Time & Attendance web-based management information system. 
· IT Skills – Experience of working with Microsoft Office software including Outlook, Word and Excel.
· Experience of working with digital social records. Birdie system would be desirable.  
Personal Attributes

· A positive leader able to motivate, engage and develop/coach staff to deliver high quality services but also able to get involved and be ‘hands on’ if required.

· Highly motivated, proactive, energetic and enthusiastic manager and people person whose passion and beliefs inspire others.

· Excellent relationship building skills, and able to sustain a network of valuable contacts.

· Excellent written communication skills: able to produce clear, concise written reports and material.

· Open communication style that’s two way and engaging.

· Effective judgement and leadership skills to achieve results through people.

· A problem solver who can negotiate and deliver a first-class support service to customers and external bodies.

· Ability to work, days and hours as the needs of the service require (this may include evenings and/or weekends). Ability to travel at short notice
· Willingness and commitment to participate in personal development through attendance at meetings, personal supervision and staff training, either regionally or nationally.

· Willingness to work flexible duties as per the Rota to meet Customer and service needs.
· Commitment to own personal development, including changes to regulations. 
· Essential car driver - A full driving licence and own transport are essential for the successful post holder to be able to undertake independent travel to carry out the role. Alternative arrangements and/or reasonable adjustments can be considered for candidates who are disabled.
Notes:
All employees of Deafblind UK must be willing to communicate with Deafblind people for which full training will be provided.

The above duties are a guide to the nature of the work required and are not intended to reflect all the tasks associated with the role.
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