	SOMERSET CARE GROUP LTD

	JOB PROFILE

	POST :   COMMUNITY SERVICES 

                PLANNER
	DEPARTMENT :   CARE AT HOME

	GRADE :  
	LOCATIONS  :     VARIOUS

	DATE : AUGUST 2006
	RESPONSIBLE TO:  DEPUTY MANAGER

                            


1. PURPOSE OF THE JOB

1.1 To plan and organise the work of the community workers, in the most effective manner, whilst maintaining continuity of care for clients

1.2 To ensure that clients are serviced by appropriately trained staff with skills relevant to meet their needs

1.3 To maximise capacity by ensuring continual reduction of non-contact time i.e. travel

2. KEY TASKS
2.1 To carry out day-to-day planning of work activities across the geographical area served by the base.

2.2 To seek and implement improvements to work plans to increase their effectiveness.

2.3 To ensure that initial response work is programmed effectively and that referrals are acted upon in a timely fashion.

2.4 To generate work plans which are clear and issued in a timely fashion.

2.5 To reduce the amount of unallocated work to less than 3%

2.6 To ensure that staff absences and holidays are recorded appropriately.

2.7 To ensure that reports, monitoring key performance indicators, are generated at the required frequency.

2.8 To keep the IT system cleansed and fully up to date with live client and staff information at all times.

2.9 To ensure that exceptions to service delivery are recorded and reported on a regular basis.

2.10 To ensure that effective communications are maintained with other colleagues               in base and field settings

3.          TRAINING

3.1 To undertake training and development appropriate to their role.

4.
CUSTOMER CARE AND SATISFACTION

4.1 To liaise with clients, commissioners and other professionals in a professional                and helpful manner.

5.
CONFIDENTIALITY
5.1     Your attention is drawn to the confidential nature of this post. Disclosure of confidential information or of any data of a personal nature can result in prosecution, as it is an offence under the Data Protection Act 1984 or an action for civil damages under the same act. In addition Somerset care at Home could take disciplinary action that might include dismissal.

6.
HEALTH AND SAFETY

6.1    Under the provisions contained in the Health and Safety at Work Act 1974, it is the duty of every employee:

1. To take reasonable care of themselves and for others at work

2. To co-operate with the company as far as necessary, to enable them to carry out their legal duty

3. Not to intentionally or recklessly interfere with anything provided (including personal protective equipment) for health and safety reasons or welfare at work

4. To report any accident or untoward incident, to take appropriate remedial action as appropriate and to report fully to the Deputy Manager

Please Note

This job profile is not an exhaustive list of duties but it is intended to give a general indication of the range of work undertaken and will vary in detail in the light of changing demands and priorities within the service. Substantial changes in the range of work undertaken will be carried out in consultation with the post holder.

