PERSONAL SPECIFICATION

JOB TITLE : HOME MANAGER 

	REQUIREMENTS


	ESSENTIAL
	DESIRABLE

	EDUCATION
	Good Standard of General Education


	

	QUALIFICATIONS
	Registered Managers Award

NVQ Care Level 4 or equivalent


	TDLB Standards A1/2

D32/33


	EXPERIENCE
	Minimum 3 years experience in a care setting.

18 Months at a management level.


	Experience of working with People with learning difficulties.

	MANAGEMENT
	Involvement in planning and coordinating a service.

High standard of administration and report writing skills.

Involvement in Policy development for a service

Ability to plan and organise workloads
	Knowledge of Management Theories and models of care.

Experience of coordinating and chairing meetings.

Involvement in recruitment process for staff.

Experience of developing an operational policy and philosophy of care for a service.



	SUPERVISION
	Experience in formal supervision/appraisal.

Experience in identifying development and training needs of staff.


	Training in the process of supervision.

	FINANCE
	Experience in budget management
	Knowledge of financial systems



	QUALITY
	Able to implement and evaluate effective monitoring systems.


	Knowledge of IIP.

Knowledge of ISO 9002 (2000)



	SERVICE USERS
	Holistic approach to the day to day needs of the client group.

Promote empowerment, advocacy and a client-led service.

Ability to introduce, implement, monitor and review a care planning system


	

	EQUAL OPPORTUNITIES
	Promotion and practice of Equal Opportunity Policy.

Ensure equal access to services for service users.

Ensure equal opportunity for all employees.


	

	LEGAL REQUIREMENTS
	Knowledge of Care Standards Act 2000
and National Minimum Standards 

Health & Safety at Work Act 1974

Equal Opportunities


	Knowledge of all relevant legislation.

	SPECIAL REQUIREMENTS
	Able to work shift work, including evening, night and weekend duties and service user holidays where required.

Available to be on call outside normal working hours.

Current full driving licence.  Must be able, or willing, to drive a minibus.

Must be able, or willing after passing test, to drive a minibus.


	Car owner.

	PHYSICAL
	Good health record

The ability to provide manual handling for service users who require physical assistance


	

	OTHERS
	Promote a positive image of the organisation at all times.

Flexible, innovative, motivated and demonstrating a good understanding of the role, including the need to plan strategically.

Basic computer use and knowledge of Miscrosoft Office 
	Experience of liaising with other professional agencies, relatives
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