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	GRADE:
	Senior
	SALARY:
	£34,000 – £38,000

	DEPARTMENT:
	Adult Day Service
	Weekly hours
	36.5 hours pw
Mon-Thurs 8.30 – 4.30

Fri 8.30 -3.30

(inc 30 min unpaid break daily).

	REPORTS TO:
	Centre Manager
	Holiday Entitlement:
	25 days excluding bank holidays, rising to 28 days after 2 years continuous service.


ABOUT THE ROLE:

We are looking for an experienced and confident care and support professional to join our adult day service as Deputy Manager – Care & Support.

Working alongside the Centre Manager, you will play a key role in the day-to-day leadership of a specialist service supporting adults with complex learning and physical disabilities.

This is a practical operational leadership role. You will have oversight of individual care and support needs, staff deployment, person-centred planning, safeguarding and quality assurance, while providing visible leadership and guidance to the staff team.

You will be the Centre Manager's deputy in the day-to-day operation of the service and will take responsibility for operational decision-making within your delegated responsibilities and when the Centre Manager is unavailable.

The role would suit an experienced Deputy Manager, Team Leader, Senior Support Worker, Care Coordinator or Support Coordinator who is ready to take greater responsibility for service delivery and staff leadership.

Key responsibilities:
1. Day-to-day service leadership

Working with the Centre Manager, you will:
1.1  Support the safe, effective and person-centred day-to-day running of the service;
1.2  Act as a visible and approachable senior presence within the service;

1.3  Coordinate staffing and resources according to the needs of the people attending each day;
1.4  Make appropriate changes to staff deployment in response to changing needs, absence or operational pressures;
1.5  Ensure appropriate staffing ratios and staff competencies are maintained;
1.6  Provide clear guidance and direction to staff during the working day;
1.7  Support the Centre Manager in identifying and resolving operational issues;
1.8  Take delegated responsibility for the service when the Centre Manager is unavailable; and
1.9  Help create a culture in which staff take responsibility for providing consistently good support.
2. Person-centred care and support

You will take a lead role in making sure that the people attending our service receive support which reflects their individual needs, preferences, strengths and aspirations.

This will include:

2.1  Overseeing an allocated group of service users and ensuring their needs are understood by the staff supporting them;
2.2  Developing, implementing and reviewing person-centred care and support plans;
2.3  Ensuring individual risk assessments are accurate, current and proportionate;
2.4  Making sure changes in health, wellbeing, behaviour or support needs are identified and responded to promptly;
2.5  Ensuring support promotes dignity, choice, communication, independence and inclusion;
2.6  Supporting staff to understand and consistently follow individual care, communication, health and behaviour support plans;
2.7  Ensuring commissioned support is delivered in accordance with agreed needs and outcomes; and
2.8  Involving service users and their families or representatives appropriately in planning and reviewing support.

3. Staffing and workforce coordination

You will:


3.1 Coordinate daily staffing allocations, in consultation with the Centre Manager where required, based on individual support needs, staffing ratios, risk and staff competencies;
3.2 Support the preparation and management of staff rotas;
3.3 Line manage allocated members of the support team;

3.4 Provide regular supervision, feedback and performance support;
3.5 Contribute to staff appraisal and development planning;

3.6 Support induction and orientation of new staff;

3.7 Identify training and competency-development needs;

3.8 Coach staff and model good practice;

3.9 Address poor or unsafe practice promptly and escalate concerns where required; and

3.10 Support a positive, respectful and accountable staff culture.
4. Care planning, risk and complex support

Our service supports people with a wide range of individual needs. The Deputy Manager will ensure that staff have clear, practical information about how each person should be supported.

You will:

4.1 Prepare and review care and support plans and associated individual risk assessments;
4.2 Ensure plans accurately reflect current health, communication, mobility, personal care, eating and drinking, behaviour and other relevant support needs;
4.3 Coordinate information from families, social workers, health professionals and other specialists;
4.4 Ensure changes to professional guidance are incorporated into individual plans;

4.5 Ensure staff understand their responsibilities before undertaking specialist support tasks;


4.6 Monitor whether agreed plans and safe working practices are being followed; and

4.7 Escalate concerns where needs, risks or commissioned support arrangements require review.

You do not need to arrive knowing every specialist procedure used within our service. What matters is that you have strong care and support experience, understand safe practice, and are able and willing to learn about the individual needs of the people we support.

5. Quality assurance and safeguarding

You will work with the Centre Manager to maintain high standards of support and continuously improve practice.

Responsibilities will include:

5.1 Monitoring the quality and accuracy of care and support records;

5.2 Carrying out proportionate observations, audits and spot checks;

5.3 Ensuring incidents, accidents, near misses and safeguarding concerns are reported appropriately;

5.4 Supporting initial responses to incidents and concerns and ensuring immediate risks are addressed;

5.5 Contributing to investigations and service-learning activity where appropriate;

5.6 Monitoring implementation of agreed actions following incidents, audits or reviews;

5.7 Promoting safe practice in relation to moving and handling, medication, personal care, infection prevention and other relevant areas;

5.8 Identifying emerging patterns or concerns and bringing these to the attention of the Centre Manager; and

5.9 Contributing to service improvement and quality-review activity.

6. Partnership working

Positive relationships with families and professionals are central to this role.

You will:

6.1 Build constructive working relationships with service users, families and carers;

6.2 Liaise with social workers, commissioners and health and other professionals;

6.3 Attend care reviews, multidisciplinary meetings and other relevant meetings;

6.4 Contribute professional information about the person's support, progress and changing needs;

6.5 Respond appropriately to questions, concerns and feedback;

6.6 Ensure agreed actions arising from reviews are implemented; and

6.7 Support effective communication between the service and external partners.

7. Outcomes and service development

You will:

7.1 Ensure support is linked to meaningful individual outcomes rather than simply attendance or activity;


7.2 Support staff to recognise and record progress;

7.3 Work with colleagues responsible for activities and programmes to ensure opportunities are accessible and relevant;

7.4 Help service users participate in decisions about their own support and the wider service;

7.5 Contribute ideas for improving the quality and range of support provided;

7.6 Assist the Centre Manager in demonstrating that commissioned support is being delivered effectively; and

7.7 Contribute to reports and information required by senior management and commissioners.

person SPECIFICATION
Essential Experience:
We are looking for someone who can demonstrate:

· significant experience of working within adult social care, learning disability services or another relevant care and support setting;

· experience supporting people with learning disabilities, physical disabilities and/or complex support needs;

· experience at senior support worker, team leader, coordinator, deputy manager or comparable level;

· experience providing day-to-day leadership or guidance to a staff team;

· experience of person-centred care/support planning and risk assessment;

· experience organising staff or allocating support according to individual need;

· a sound understanding of safeguarding and safe care practice; and

· confidence communicating with families, professionals and colleagues.

Essential Skills & Attributes:
You will need to be:

· confident making sensible operational decisions;

· organised and able to prioritise when several things require attention at once;

· able to give staff clear, respectful direction;

· approachable while maintaining appropriate professional authority;

· observant and willing to challenge poor practice;

· able to communicate clearly in writing and verbally;

· confident using electronic records and everyday IT systems;

· committed to dignity, choice, inclusion and person-centred support; and

· able to remain calm and practical when circumstances change unexpectedly.
Desirable
It would be helpful, but not essential on appointment, if you have:

· a Level 3 or higher qualification in Health and Social Care or a related field;

· experience of commissioned adult day services;

· experience supporting people with profound or multiple disabilities;

· knowledge of complex health support, positive behaviour support or specialist communication;

· experience of quality audits or service-improvement activity;

· experience working with local authorities, social workers or health professionals; and

· knowledge of CQC fundamental standards and their application to good social-care practice
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