	Role:

 Care Coordinator


	Job Purpose:


· To ensure customers receive the support they require, at the time agreed.

· To ensure working time is in line with organisational policies and procedures.

· To enhance customer and staff experiences through the use of IT and to proficient in these areas. 

· To support and assist teams to be effective and efficient in their roles..  

· To Work in partnership with staff from health services and other agencies.

· To ensure that the customers assessed needs are at the forefront of rota management.
· To Work in accordance with the relevant Code of Practice

· Will provide direct support to the Registered Manager, Support coordinators and staff.


	This role will make a difference by….

Working flexibly with teams. Developing appropriate relationships with staff teams. Communicating well with customers, their families and wider health professionals around rota changes and customer needs in relation to hours. Effective management of IT systems and implementation across the service. Working to ensure the service to customers is consistent and seamless in terms of delivery.  Meaningful, accurate and timely record keeping.


	Duties and responsibilities:
Rota Management
1. Daily management of staffing levels to ensure the minimum staffing levels are maintained at all times and escalate issues as necessary

2. Arrange cover between staff and teams during periods of absence

3. Negotiate with staff teams to find creative and innovative solutions to ensure minimum staffing levels are maintained

4. To implement and embed IT systems across the service in relation to electronic care planning and rostering.
5. To liaise with the Registered Manager and support coordinators to ensure customer hours are delivered in line with assessed need.
6. To work as part of a multi-disciplinary team to provide a seamless service that is centred on the individual customer, including organising and actively participating in multi-disciplinary team meetings. 
7. To communicate in an appropriate, open and accurate manner, respecting confidential information in line with the organisation’s policies with particular reference to none-oppressive practice and ensure staff communicate effectively.
8. To contribute to the safeguarding of vulnerable adults by being aware of your role in relation to the safeguarding adult’s policy. Take necessary steps to protect customers from any form of abuse or neglect and use the appropriate reporting mechanisms to inform management of any concerns.
9. To support teams to self-manage annual leave and sickness cover and promote flexibility of staff and leave arrangements led by the Registered manager and the support coordinator.

Health and Safety

10. To ensure any health and safety matters reported to you are passed onto and clearly communicated with the support coordinator and Registered Manager.
11. To ensure staff are not working above their contracted hours unless there is a signed working time directive in place.
12. To ensure that any concerns regarding staff working time is communicated with the Registered Manager and workforce.
Notifications and compliance

13.  To contribute to initial investigations and provide evidence where requested.
Service monitoring

14.  To ensure accurate recording of working time and staff leave

15. To ensure that reports and data, is accurate, maintained and accessible in relation to key areas of the business. Such as monitoring commissioned and staff hours.
16.  To ensure that sickness monitoring is in line with Persona’s policy and procedure ensuring that all steps are followed. Working with line managers to determine a phased return to work.

17. To report any vacancies across the service and work with the coordinator and the registered manager to recruit staff to ensure no shortages across the service.

Quality Assurance

18. To ensure there is clear evidence to demonstrate the KLOEs and contribute to CQC inspection.

19. To report all concerns to your line manager.

Personal Development

20. To participate in supervision sessions, team meetings and IMPACT appraisals including contributing to the identification of own training and development needs.
21. To attend training and development activities as identified as relevant to the job role including the relevant qualification, mandatory training and refresher training.
22. To maintain own Continuing Professional Development.

Policies and Procedures

23. To ensure staff adhere to the appropriate procedures, policies and values of Persona.
24. To support in the roll out of the electronic system QCS.

Where an employee is asked to undertake duties other than those specified directly in his/her Job Description, such duties shall be discussed with the employee concerned who may have his/her Trade Union representative present if so desired.


	


Person Descriptor:

You will be a flexible person with a ‘can-do’ attitude.  You will have an ability to develop appropriate relationships with people and be able to support people to meet their potential. You’ll want to make a positive difference in someone’s life and take pride in delivering a quality service. You’ll have a belief that people have a right to control and define their own lives and see your role as enabling this.
Person Specification:

	Essential Attributes

	Qualification and Knowledge

1. Satisfactory disclosure at the appropriate level under the Disclosure and Barring Service -  prior to appointment
2. Awareness of Health and Safety issues

	Experience

1. Experience of using an electronic rota system.

2. Experience of coordination within a large organisation and the ability to demonstrate this.

3. Ability to demonstrate an understanding of the role of the rota coordinator.

	Skills and Abilities
1. Ability to assess and implement effective rostering to ensure staff wellbeing is maintained. 
2. Proficient with IT systems including Microsoft office, Excel, rostering and electronic care planning.
3. Strong admin and organisational skills.
4. Excellent telephone manner.
5. Ability to effectively support staff and build professional relationships with them, to enable them to be confident in their role and to be supported to achieve positive outcomes for themselves, their customers and their teams.
6. Must be able to demonstrate how they embody the values of Persona.
7. Ability to work independently and as part of a team with colleagues, families and other agencies.
8. Commitment to improving quality of life for people and enabling them to achieve as much independence as possible
9. The ability to communicate effectively with customers, colleagues, outside agencies and the public both verbally and in writing


	Desirable Attributes

	Qualification and Knowledge

1. Knowledge of working in health and social care.
2. Knowledge and experience of working within supported living.

3. Experience of implementation of new electronic systems.




