BLYTH VALLEY DISABLED FORUM

JOB DESCRIPTION
POST DESIGNATION:
AREA CO-ORDINATOR HOMECARE/DOMICILIARY

RESPONSIBLE TO:
DEPUTY MANAGER & MANAGER
RESPONSIBLE FOR:
TEAM CO-ORDINATOR & DOMICILIARY STAFF

KEY RESPONSIBILITIES

To work closely with care staff and report back to the Deputy Manager, Manager and Contracts Co-ordinator for that area. You will be responsible for the efficient management/supervision of your area ensuring that care is delivered at the right time for clients of the forum.

You will still be responsible for providing services to clients in all aspects of care in the absence of a Team Co-ordinator or staff shortages.
MAIN DUTIES
· To supervise, monitor, provide feedback to and support all care staff.

· To train and develop staff through appraisals.

· To carry out client assessments alongside the deputy manager prior to the commencement of service.
· To provide home visits and assessments for care plans (cm5) updating the computer system and assessment due record.
· To attend first services and introduce care staff to new clients.
· To liaise with management and be involved in recruitment of new care staff.
· To liaise closely with Contract Co-ordinators.

· To be actively involved in inductions and in house training procedures of new staff.
· To monitor health and safety issues.
· To implement quality control procedures.
· To attend case reviews.
· To implement the companies disciplinary procedures.
· To lead team/staff meetings.
· To ensure all policies and procedures are adhered to and implemented.
· To be aware of the appropriate action to take in an emergency.
· To have appropriate knowledge of all aids and devices used by clients in their daily living and report any obvious defects.
· To undergo any training in relation to the role.
· To be on call every other weekend both office based and in the community.
· To allocate work to care staff in relation to skill mixes and client relations so that all calls are permanently assigned.
· To uphold standards in all areas of the forum.
· To perform any reasonable duties as required by the management of the forum.
Notes:

· The list of duties as detailed above is not exhaustive.
ESSENTIAL REQUIREMENTS
· It is essential that Area Co-ordinators assume responsibility for the efficient running of their own areas. This will involve spending at least 75% of your working week in the field and the remainder being office based to complete administration.
· Experience of service provision in the care profession.

· Experience of service user needs assessment and care planning.

· The position requires commitment and enthusiasm and the ability to work under pressure. 

· You must be qualified to QCF ( NVQ) Level 3 in Care
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