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LIFE OPPORTUNITIES TRUST

JOB DESCRIPTION: HOME MANAGER

Accountable to:
The Deputy Director, reporting 






regularly, at intervals to be agreed.


Responsible for:
the day-to-day running of the Home in all its aspects (see

below), and general responsibility in all respects for the welfare of service users and the maintenance of high standards of care.

Main Objectives:
to oversee and co-ordinate the running of the Home, ensuring

a secure, stimulating and caring atmosphere for the service users.

To ensure that the requirements of the Care Standards Act 2000 are complied with, and any new requirements implemented as necessary, as well as all other statutory requirements.




The Home Manager must work within the parameters of agreed




plans, establishments and budgets for the Home, as agreed

with the Deputy Director.  The Deputy Director’s approval must be obtained before:




1)  committing the organisation to any capital expenditure;




2)  changing the staff establishment;




3)  altering the procedures and policies of the Home.


The Home Manager is responsible at all times for ensuring 



that the Home is run in a cost-effective manner, and that the 


standard of care is of the highest quality.  

Key Result Areas:

Service Provision:

1.  Compliance with the National Minimum Standards.
2.   The preparation and effective management of the duty rota.

3.  Ensuring that adequate staffing is available to provide the necessary care.

4.   Supervising and monitoring the care provided in the Home, and ensuring that appointments for service users and staff are noted in the diary.

5.  To ensure that accurate records are kept and that confidentiality is maintained at all times.

6.  The arranging of regular staff meetings, including the preparation of agenda and minutes.

7.  Ensuring that all administrative records, including service user Individual Plans and Health Action plans, are regularly reviewed and maintained in order to give an adequate and up-to-date view of the total care situation, whilst Person Centred Plans will reflect individual service user aspirations.

8.  Ensuring that all statutory requirements (Health and Safety, Mental Health Act 1983, Equal Opportunities etc) are regularly maintained, understood and actioned.

9.  Liaison with professional colleagues in other agencies and attending meetings as appropriate.

10.  To be responsible for all medication within the home including the appropriate administration, storage and disposal of medication.

11.  Involvement in Policy development for the organisation.

12.  To be on call for the home outside working hours.

13.  To always promote a positive image of the organisation

Quality:

1. Monitoring the quality of care.

2. Ensuring effective quality assurance and quality monitoring systems are in operation to ensure that care practices are of the highest standard.

3. The participation in and the development and implementation of agreed Quality Assurance/Development techniques.

4. The continuing assessment of care needs, the development, implementation and evaluation of programmes of care, and the setting of standards of care.

5. Involvement in the Investors in People and ISO standards, and other quality systems which may be introduced.

Staff Management:

1. The co-ordination and supervision of the staff team.

2. To actively participate in the recruitment process within the organisation.

3. To ensure that effective supervision/appraisal systems are in place and available to all staff.

4. Identifying, making recommendations concerning, and monitoring the programmes designed to meet the training and development needs of staff, and to create a working environment in which staff can develop their skills.

5. To act as Assessor for NVQ candidates and support staff through LDAF.

Finance:

1. To ensure that the Home is run to its allocated budget.

2. Ensuring that all financial instructions are observed, especially that budget limits are kept, including the certification and despatch of bills and responsibility for Petty Cash.

3. The use and good management of the service users’ finances in line with agreed procedures.

Home Management:

1. The repair and maintenance of the premises, keeping records of such, to be submitted to the Deputy Director annually.  Repairs involving potential high cost must be agreed with the Deputy Director.

2. Maintenance of a high standard of hygiene, and the general tidiness and cleanliness of the premises, including gardens or other outside areas used by the service users.

3. The provision and care of service users’ clothing, property, linen and furnishings.

4. The supply and safe keeping of medical supplies, drugs, first aid equipment and any specialised equipment that may be required by the service users.

5. Ensuring that a healthy and varied diet is offered including the preparation of menus and  purchase of provisions and equipment.

6. The supervision of laundry and general domestic work; domestic work may need to be undertaken by the Home Manager as well as by other staff.

7. The purchase and care of equipment required by the service users for leisure activities.

8. Maintaining an up-to-date inventory of both LOT’s and service users possessions.

9.  Basic computer use and knowledge of Microsoft Office. Ensuring that the IT systems are maintained in line with LOT policy.

In addition, the Home Manager will be required to undertake any other appropriate duties within the framework of the post, in agreement with the Deputy Director.

The Home Manager will be required to work a 37-hour week, which will include some duty shifts.  Sleep in’s will be rota’d accordingly, specific to individual homes.  Extra hours accrued may be taken as bank or as time off in lieu at a time convenient to the Home.

It may be necessary for the post-holder to take part of their annual leave when service users are away.

These responsibilities must be carried out with due regard to LOT’s Equal Opportunities Policy.

This post is in the first instance based at the Home as outlined in the contract of employment, but may be subject to a move locally, dependant on the requirements of the service.

This job description is issued as a general guideline and may be subject to change in consultation with the post-holder.

This post is subject to a probationary period of six months.  Rights to notice, and notice required, are as per contract of employment, as is sick leave entitlement.
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