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JOB DESCRIPTION
JOB TITLE: Trainee Deputy Manager           

RESPONSIBLE FOR: Support Workers & Rehabilitation Workers
REPORTS TO: Care Services Manager
LOCATION: London Borough of Enfield (Edmonton)
Main goal of the postholder:

To assist the Registered Care Manager to manage all aspects of the service(s) within the aims and objectives of organization to meet legal, contractual and organizational requirements. 
Key Responsibilities are to:

· Be responsible for ensuring the staff team provides services that reflect needs identified in tenants care needs assessments

· To supervise service delivery to ensure staff are helping tenants meet the specified outcomes in their support plans 
· Actively promote service user involvement in support plans, day to day activities and reviews.
· Ensure up to date records are kept of tenants risk assessments & management plans, support plans, keyworking sessions, update reports  
· Contribute to the monitoring and reviewing of all policies, procedures and systems relating to service delivery. 
· Identifying areas of improvement and draw this to the attention of the management team
· Undertake random and notified spot checks to monitor service provision and staff record keeping systems
· Ensure medications documentation are accurately recorded and updated

· Undertake staff supervision with assigned team members
· Undertake any other duties relevant to the post.

General: 

· Become fully knowledgeable of CQC & Headway requirements in service delivery

· Actively promote a positive image of the company to all stakeholders
· Continue to strive for ongoing improvement in service delivery 
· Ensure good communications and working relationships both internally and externally
· Attend all supervision sessions or notified meetings where relevant.

· Attend all mandatory training sessions.

· Be available to work evenings, weekends and sleepin duties and to be on-call out of hours
· Carry out keyworking duties
Finance:
· To ensure that all authorisation procedures are adhered to in line with the company’s financial procedures. 

· To ensure all service users monies are accounted for on a regular basis.
Communication & administration:
· To keep all relevant records and information as required and to report information, where necessary to Management, whilst working within the agreed administration procedures. 

· Ensure that the management is fully informed of any issues, which may affect the quality of service provision and the future performance of the company.

· To attend all relevant meetings both internally and externally.

· To provide reports as and when required.
Line management responsibilities:

· To promote and demonstrate a pro-active leadership style to all staff within the organization and to ensure good working practices and relationships.

· To ensure and demonstrate that all legal and contractual requirements in relation to all staff and service users, are adhered to in accordance with agreed procedures and good practice.

· Assist in the induction, supervision and appraisal of staff, in accordance with company policies and procedures.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility to care for their own and others health and safety.

This job description is not exhaustive and is subject to continuous change, in consultation with the post holder.

Please note this job description gives a statement of the general purpose of the job and provides an outline of the duties and responsibilities involved.  This does not constitute a contract of employment.

The post holder will be based in Edmonton London initially.
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