EOTHEN HOMES LIMITED

JOB DESCRIPTION

POST:
Assistant Home Manager (Whitley Bay)
RESPONSIBLE TO:
Home Manager

JOB SUMMARY

To take charge on shift and ensure residents care is well planned, managed and delivered according to their care plan and records are completed, are accurate and up to date.

To assist in providing a stable and caring environment that underpins the residents' emotional and psychological wellbeing, ensuring the principles of person centred care are followed.
To provide supervision and guidance for the staff team, ensuring daily organisation and support.

To assist, co-operate and work as part of the management team and complete any work assigned by the Home Manager or Deputy Manager.
RESPONSIBILITIES AND DUTIES

RESIDENTS

1.
To assist in providing a stable and caring environment that underpins the residents' 
emotional and psychological wellbeing, ensuring the principles of person centred care 
are followed, and the residents are able to continue the expression of their Christian 
faith and values, and that they are supported in this.
2.
To ensure the safety and emergency care for those living in the residential home. That 
residents receive health care and medical attention from health professionals, such as 
General Practitioners, District Nurses, Physiotherapists and Chiropodists, either inside 
or outside the home and residents receive hospital treatment where necessary.
3.
To adopt a positive and pleasant attitude, an approachable manner and give attention to residents needs, and support friends and family if required.
4.
To take adequate precautions against the risk of accidents to residents and staff and to ensure all accidents are recorded and reported according to procedures.

5.
To liaise with a resident's relatives and friends, particularly when a resident is seriously ill, or dies.

6.
To ensure that visitors are courteously received, and that they are given such assistance as they may reasonably require during their visit.

7.
To assist with arrangement of social and religious events for the residents.

8.
To be responsible for the safekeeping of residents’ valuables or cash in the safe and to keep records up to date and accurate.

9.
To assist with the assessment of potential new residents in the residential home in accordance with the Company's criteria.

10.
To assist with the ordering, reception, safe storage, administration, and disposal of residents' medication in accordance with Company policy and procedure.
11.
To ensure all resident, staff and home records are kept accurate, up to date and complete, as required under the Care Act 2014.
12.
To ensure that residents are provided with a nutritious, well balanced diet.

13.
To report to the Home Manager incidents of severe illness/injury, formal complaint and all deaths of residents, as soon as possible after the occurrence, and immediately after the death, if it was unexpected, and arose through accident or other external cause.

STAFF

14.
To supervise and monitor staff performance whilst on duty and ensure there is adequate cover provided at all times.

15.
Any staff problems should be reported to the Home Manager.
16.
To assist with duty rotas for staff, which provide staffing levels that comply with the requirements set down by the Care Quality Commission.  

17.
To maintain staff records and regularly update sickness, absence and holiday records.  Any problems with individual staff should be noted and recorded.

18.
To assist the with staff training and development, including induction training and some staff supervisories and appraisals.

19.
To report to the Home Manager any disagreement or problems with a member of staff over working practices.

20.
To ensure staff are familiar with the practices of the home (including ALL policies 
and procedures).

GENERAL

21.
To maintain confidentiality and discretion in communicating personal matters to 
senior and other members of staff, and other residents.

2.2
To understand and be aware of the Company's health and safety at work policy, and to ensure compliance with all applicable health and safety legislation.

23.
To implement fully the home's fire procedures: to undertake staff instruction and checks of equipment in accordance with the procedures, and to co-operate with outside contractors conducting other tests. To report any defects in fire precautions systems and equipment.

24.
To ensure that procedures for dealing with other emergencies are adhered to. Emergencies include: gas escape, water burst, dangerous electrical equipment, boiler failure, and failure of electricity, water or gas supply.

25.
To understand and implement any of the homes procedures including COSHH, Manual Handling and Risk Assessment.

26.
To maintain the security of the home; paying particular attention to the greeting and monitoring of visitors.

27.
To ensure that high standards of kitchen, domestic and clinical, cleanliness and hygiene are maintained in all areas of the home.

28.
To report to the Home Manager any defects or repairs required in the home or grounds and to act on her instructions to remedy the defects.

29.
To report to the Home Manager the involvement in the home of any statutory body, whether by arrangement or otherwise. Such bodies include the Care Quality Commission, Environmental Health, Fire Officer and the Police. This list is not exhaustive.

30.
To undertake specific responsibilities as directed by the Home Manager and be accountable for these.

31.
To undertake appropriate training, as determined by the Home Manager.

32.
To carry out such other duties as may be reasonably required by the Home Manager or Head Office.

HEALTH & SAFETY ROLES & RESPONSIBILITIES: 
Employees have a statutory duty to take reasonable care for themselves and others who may be affected by their acts or omissions at work. Employees must also comply with Eothen’s health and safety arrangements.
ESSENTIAL QUALIFICATIONS AND EXPERIENCE

A minimum of 18 months experience working with care of the elderly.

A qualification in care.

Medication management and administration experience.

To have a general understanding of health and safety and work, principles and practice of care and some understanding of supervising staff.

PERSONAL ATTRIBUTES

Must have an interest in working with the elderly; must be professional, totally reliable and honest, with a sense of responsibility.
Must be able to work as part of a team; must have a cheerful and pleasant disposition, with a down-to-earth Approach; must be able to work well under pressure.
Accepted and agreed by Employee

Signed ……………………………………………..     Date …………………
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