Somerset Care at Home

Operations manager

Job Profile

Job Purpose
To support the SCAH Operations Director and to work as a member of a Corporate team, promoting and developing the delivery of a wide range of high quality care services.  Ensuring that the Company is able to maintain its position as the leading provider of Social Care for elderly and disadvantaged people.

· To assist in the preparation, implementation and management of policies to enable the Company to optimise the potential of its workforce, to ensure compliance with all appropriate legislation and other Corporate strategies.

· To be responsible for Care and Support community services provided by the Company or its subsidiaries, in a defined geographical area.

· To lead the growth and development of a profitable business in the defined region and to identify new opportunities for business development.

· To maintain and enhance the company’s reputation as the provider of first choice in the region.

· To develop and maintain the company’s reputation as an employer of first choice.

· To ensure that the Company’s Strategic Objectives are met through the policy process, by identifying service needs; stimulating the production of business plans; target setting; and by ensuring sound, efficient working practices.

Principal Responsibilities

A
Human Resource Management
1.
To ensure Company policy is implemented by all staff under their management and to provide effective advice, guidance and support to individual service managers and their staff.

2.
To line manage a defined number of Mangers employed by the Company and to undertake reviews on an ongoing basis of their performance.   Annual appraisals, as set out in Company Policy identifying training and development needs and assisting in providing opportunities for the personal growth and development of Managers must be undertaken and a record of the discussion and action plan maintained on the personnel file.

3.
To ensure through the line management structure, the effective deployment of all staff and other resources to achieve maximum effectiveness and efficiency in the provision of high quality Care and Support services.

4.
To ensure that, through the staff review and development policy of the Company, unit succession planning is undertaken. With full recorded assessments/action plans at all levels.

5.
In conjunction with the Training Section, to ensure that the training and development needs of all staff for whom the post-holder is responsible are identified and, within the Company’s determined training strategy, met.  To arrange and contribute to training events as required.

6.
To ensure that performance management systems such as Appraisals and including disciplinary procedures are implemented and monitored.

7.
To provide advice and be involved in the selection of senior members of staff.

8.
To undertake investigations, and take part in disciplinary and grievance procedures as and when necessary in accordance with Company policy.

B
Business Management and Development
1.
To contribute to the development of community services and to ensure that managers have in place the business objectives to maintain and develop the profitability of the Base and the Company, including the marketing of the Company’s services and local public relations and that these are being actively pursued.

2.
To ensure that proper budgetary management, central and local purchasing policies, staff liaison, customer satisfaction surveys and other techniques appropriate to sound management are in place and undertaken across the region.

3.
To support the Operations Director in taking an active part in value for money studies, business plan reviews and target setting having responsibility for monitoring and evaluating the business performance of the region.

4.
To monitor the performance of the Managers in the development and provision of appropriate services, including the marketing and public relations aspects.

5.
To ensure that all services provided are competitive in terms of quality, reliability, consistency and cost with other providers; and to ensure service specifications are fully met.

6.
To participate in negotiations on behalf of the Company as required, e.g. in contract negotiations with Local Authorities, other bodies, with the CSCI on registration matters etc.

7.
To represent the Company at external meetings, conferences etc. as required and to promote the best interests of the Company at all times.

8.
To ensure the requirements of the Domiciliary Care Standards, the Health and Safety at Work Acts, Food Hygiene Regulations and all other relevant legislation are fully complied with within the Community setting.

9.
To become members of and contribute to policy/planning/development groups as requested, and to keep abreast of new areas of development in key areas of national policy.

10.
To ensure that thorough investigations into any complaints received by the Company are undertaken and appropriate follow-up action as required.

11.
To keep the SCAH Operations Director informed of any matters which might reasonably need to be brought to their attention as affecting the Company in any way through statute law, public relations, press contact, media interest etc.

12.
To undertake any other duties relevant to the aims and objectives and general responsibilities of this post.

C
Equal Opportunities
1. To promote and act at all times in accordance with the Company’s equal opportunities policy.

Person Specification

· General management experience, preferably in a health or social care environment

· Graduate calibre, NVQ4 or equivalent qualification

· Well developed interpersonal skills

· A self starter who is a highly motivated, commercially aware business builder

· Leadership and team working skills

· Personal qualities and character to build and maintain excellent working relationships both internally and externally
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