Job description

	Job title: Care Team Leader 


[image: image1.jpg]Nottingham
City Council

i&.




	Department:  People
Service:  Adult Provision 
Grade: Band G 
Post reference number: Various

	

	1 Job purpose

To be responsible for the efficient running of the designated service area.  
To organise, manage and supervise Care Workers to ensure the delivery of safe, appropriate and high quality personalised care and support for citizens in a way that respects their dignity and enables them to maintain or regain maximum independence and fulfilment in all aspects of daily living.


	

	2 Principal duties and responsibilities

	Key Service Responsibilities

1. To supervise, manage, monitor and directly observe the practice of Care Workers across all aspects of Adult Social Care Provision, whether in the home, a community setting or within a Council establishment.

2. To be responsible for ensuring that each citizen has an up to date care plan, which is reviewed regularly and that their needs are met in line with all relevant codes of practice, legislative requirements, departmental policies and procedures. 

3. To ensure that citizens are enabled to exercise choice and control in accordance with their needs, preferences and aspirations through the provision of person centred care planning. 
4. To be an ‘ambassador’ for the Council’s Care Services, facilitating processes for gaining and responding to feedback from citizens and their families, investigating and responding to complaints as necessary.

5. To appraise requests for services and organise an appropriate and timely response.

6. To spend adequate duty time observing direct care, ensuring appropriate Care Workers are matched to citizen need and ensuring service provision complies with Essential Standards of Quality & Safety.
7. To implement quality control procedures and other statutory requirements, policies and procedures including assisting with the facilitation of related inspections and audits and responding to any resulting recommendations and action points.  To alert line managers of service failures.
8. To have overall responsibility for the coordination of staff and ensure there are sufficient numbers of suitable staff to cover duty rotas, delivering care to citizens in extreme circumstances of staff absence.
9. To be responsible for the correct control, storage and administration of drugs and medicines and that departmental and health recommendations and guidelines in relation to safe management of medicines are adhered to. To administer medication when required by circumstance such as unusual staff shortfalls.  
10. Facilitate regular team meetings and other methods of team communication with Care Workers and other staff as required.
11. To undertake and / or oversee service user / resident reviews with users, carers and others, as required, who contribute to care services.
12. To be responsible for the fair and professional implementation and monitoring of all people management processes e.g. attendance and performance management, recruitment, induction, probation, training and development.  To take formal action, where appropriate, to manage people effectively, while ensuring compliance with departmental policies and procedures.
13. To maintain accurate written and electronic records and input where required on data management systems in line with the requirements of the General Data Protection Regulations.
14. Follow required administrative, financial and payroll systems and procedures in relation to the provision of person centred care and support, and delegated budget responsibility. 
15. Take responsibility for relevant resource requirements of the team, e.g. protective clothing, personal alarms.

16. To be responsible for own continuous professional development and keeping up to date with research, policy and legislation which informs and impacts on the provision of Adult Social Care and share learning and ideas with others.

17. To participate in any on call requirements and to be available for work as required (e.g. hours, times and days of work, at any City location/team) where necessary and reasonable, in order to provide a flexible and responsive service to meet the needs of citizens.  Use own transport, as appropriate, for the efficient performance of duties. 

Key Generic Responsibilities – Nottingham Manager

1
Take Personal Responsibility – Be responsible for own actions, seeing things through, “doing what we say we will” and being personally accountable.

2
Lead by Personal Example – Set an example for others to follow. Role model and drive organisational ambition, vision and values, acting as an ambassador for the Council at all times, and working within the Council’s policies and procedures to achieve objectives.
3
Work in Partnership – Proactively build, influence and maintain relationships and partnerships, working collaboratively in pursuit of common citizen, Council and City interests.

4
Citizen and Colleague Focus – Be in-tune with the needs of our customers and citizens, creatively shaping services to exceed expectations.

5
Drive and Perseverance – Be proactive, setting the highest standards of performance, improvement and professionalism, and relentlessly drive towards outcomes.   Be resilient and able to manage change effectively.

6 
Business Initiative – Commercial and commissioning awareness.  Take swift action to tackle problems, manage risks and seize opportunities

7 
Interpersonal Awareness - Lead, nurture and motivate colleagues and teams managed.  Understand and interpret own behaviour, and that of others, adapting approach as required.



	

	3 All staff are expected to maintain high standards of customer care in the context of the City Council’s Core Values, to uphold the Equality and Diversity Policy and Health and Safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder

	Care Worker (indicative Bands C to F) X 11-15

	

	6 Post holder’s immediate supervisor

	Service Provision Manager



	Prepared by/author:  
Paul Haigh

Date:  September 2016 (updated Oct 2021)

	Job title:  Head of Service


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Care Team Leader 



	Department:  People
Service:  Adult Provision
Grade: Band G
Post reference number:  Various

	

	Areas of 

responsibility
	Requirements
	Measurement
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	Technical Knowledge & Experience
	Experience of service provision in the care profession

A thorough understanding of and skills in person centred care planning - an ability to ensure that citizens have safe and appropriate personalised care and support to enable them to maintain or regain maximum independence 
Ability to maintain a thorough understanding of legal requirements, government drivers, policy, procedure, guidelines and developments as they relate to the provision of adult social care and people management

Ability to comply with financial regulations, systems, procedures and budget management requirements

Good planning and organisational skills

Excellent oral and written communication skills (including delivery of presentations, facilitating meetings, engagement, report writing, maintaining good quality records, letters, difficult conversations etc) 

Effective administrative skills and ability to utilise and update various manual and IT systems, analysing and using data effectively 

Ability to assist with the facilitation of audits and implement recommendations for improvement
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	Qualifications, Training & Skills 
	Awareness of Health & Safety and COSHH requirements relevant to the post

Good numeric and  literacy skills equivalent to Level 2 literacy Skills ( Qualifications and Credit Framework )  or equivalent qualification , or a willingness to work towards achieving within a reasonable timescale

Knowledge of the Essential Standards of Quality and Care (Outcome 5).
Willingness to undertake training and development, as necessary, to enhance the service 
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	People Management & Teamwork
	Experience of successfully managing a team to meet key objectives and outcomes, accepting personal accountability

Ability to drive teams towards key outcomes, ensuring high standards of service, work quality, and adherence to deadlines, standards, agreements and promises made

Tenacity and resilience in overcoming setbacks, learning from mistakes and maintaining a clear focus on achieving outcomes in a demanding but rewarding environment
Ability to keep up to date with new developments in the service, share learning and information with the team and colleagues, and embrace and adapt quickly to new ways of working

Ability to hold regular team meetings and support  and facilitate the learning and development of teams, and establish robust communication, training, supervision and monitoring of care support practice 
Ability to oversee and, as appropriate, directly take part in formal people management processes (eg recruitment, attendance management, disciplinary etc) 

Ability to build positive personal relationships across the team and beyond ensuring high standards of customer care within the team and work positively 

Ability to seek, accept and give constructive feedback, engage positively with decisions made
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	Social Awareness & Work to promote mutual respect and good relations
	Understand and be committed to the need to treat citizens, colleagues and customers with dignity and respect

Knowledge and understanding of the rights, needs and feelings of older people from diverse race, age, culture, gender, sexual orientation and range of physical disability
Ability to communicate effectively and build positive and professional relationships with citizens, their families and other stakeholders 

Understand the need for confidentiality and an ability to maintain it 
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	Work Related Circumstances


	Willingness to work flexibly (e.g. where necessary; hours, days/nights, weekends, bank holidays, out of hours, at any City location/team), to meet the needs of the service and ensure appropriate cover 

Willingness to use own transport, if required, for the efficient performance of duties. 

Honesty and integrity

Staff must evidence that they have been appropriately vaccinated or are medically exempt where regulations for providers have been set out by the Health and Social Care Act or other governing bodies for their service area.
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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