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Assistant Manager – Highwater House
	Main Purpose of the Job

	To provide support to the Registered Manager and to be responsible for operational administration tasks:
· To ensure all Care Quality Commission (CQC) requirements are met
· To support and develop the care team at Highwater House
· To ensure the best possible Health and Safety practices are always adhered to
· To maintain digital systems, to provide administration support to the management team 
· To work shifts on alternative weekends

The post holder will be responsible for focussing on and handling day to day operations and assisting the Registered manager with administration tasks as delegated.


	Main Duties and Responsibilities



	Resident support
	1. Ensure that the residents living at Highwater House receive the best possible care and support in accordance with their assessed and expressed needs, and these are reviewed on a regular basis.
2. Ensure care and support plans and risk assessment are completed and reviewed on a regular basis to ensure support packages are monitored and adjusted as requires, including onboarding.
3. Ensure medication is ordered, stored, and administered in accordance with health professional requirements, CQC and NICE guidelines and St Martins Medication policy and procedures. To be responsible for drug orders, MAR sheet administration, Medication count, medication competencies.
4. Work closely with other healthcare professionals to assess and identify, review needs of residents, GP reviews.
5. Raise any Safeguarding concerns with the registered manager in accordance with local procedures and St Martins policies

	`
	6. Maintain effective team schedules, and cover when needed
7. To delegate tasks and give clear instruction to ensure efficient workflow
8. To provide coaching and mentoring for team members.

9. Support the RMA manager to produce reports e.g., assessments
10. To induct new team members so they can effectively use operational systems eg Nourish, EMAR
11. As directed by the RMA, conduct supervisions for some team members in accordance with St Martins policy and procedure.
12. To monitor staff performance, to give clear direction to staff. 

13. To ensure staff conduct handovers effectively, and complete daily tasks.
14. As directed by the RMA, complete Return to work interviews/ probation reviews/ if you are the most appropriate and available person.
15. Ensure all new issues/complaints/concerns. are directed to the RMA.
16. Support the Registered Manager with additional administration tasks that enhance the quality of the service 

	Behaviours


	17. Ability to take ownership of own work, behaviours, and actions 

18. Proactive and prepared to take considered risks

19. Team player: sharing information for the benefit of our organisation and the services we deliver

20. Positive attitude towards work, colleagues, and the organisational vision

	General
	21.  To attend forums/meetings/ in relation to care. 
22. Work as part of the management team to ensure that Highwater House is inspection ready every day

23. At all times to behave in a manner becoming to the post and the professional reputation of the organisation

24. At all times work within and promote the values of St Martins

25. Preserve the confidentiality of information to which you are privy by virtue of the position.
26. As part of development training, the post holder will be assigned certain tasks to enable them to fulfil the knowledge and requirements of the qualification

27. Undertake any other duties that are within the scope of the role, which the Registered Manager requests. 


	Dimensions



	Reports To:  Registered Manager
Responsible For:
· Supporting the Registered Manager with operational service administration, to ensure that all who live and work at Highwater House do so in a safe and supportive environment. 
External Customers: People who use our services, suppliers, stakeholders, healthcare professionals and other organisations
Internal Customers:  St Martins team members
Location:  Norwich


	Special Features



	The post holder will be required to adhere to all CQC requirements and St Martins Policies and Practices. 


Person Specification
	Essential


	Desirable

	Have at least 2 years’ experience as a senior in a similar area of work

	The Level 5 Diploma in Leadership for Health and Social Care



	NVQ level 3 / 4 Adult Care or equivalent / management qualification

	

	Understand the issues related to long term drug/alcohol use
	

	 Have experience of supporting people with poor mental health

	

	Experience of developing and supporting a care team
	

	Be committed to providing the best possible care and support to people living at Highwater House
	

	Must be highly conscientious and able to work to deadlines
	

	Be committed to the St Martins aims and objectives, with recognition of the responsibilities shared by all team members in achieving corporate goals.


	

	Have a caring and supportive attitude towards the people who use our services and team members


	

	Have a dynamic, energetic, enthusiastic and proactive approach towards work related issues.

Understand the complexity of supporting people who have been homeless or vulnerably housed


	

	Be able to innovate and implement approved actions which will enhance the care, support and environment at Highwater House
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