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	Job Description 
	Homes Support Manager 

	
	

	Responsible To:     
	Divisional Directors

	
	

	Key Dimensions:
	Staff directly responsible to post holder: 0

	
	

	Location
	Henley House Care Home

	
	

	Purpose of Position
The Home Support Manager will run the home in the absence of the Home Manager/ Deputy Manager or provide support and assistance to Home Managers as and when required by the Trust’s Senior Management team. The post holder will support the highest quality of care to include overseeing and participating in the administration of medication and prepare monthly reports collected for Divisional Directors and the senior management team. Head Office visits 
The post holder will liaise with residents, relatives, friends, GP, community nurses, specialist, pharmacists and foster effective links with local authorities, local councils, voluntary bodies and any other associations related to the care for the elderly.

The Home Support Manager will provide practical and direct support to the home manager and the home to ensure that the home and its staff are providing the highest level of nursing and residential care standards.



	


Principal Responsibilities 

· To ensure that a stimulated and caring environment is maintained at all times, ensuing that the service user's health, safety and welfare is of the highest standard.
· To oversee and ensure the effective delivering of the medicine administration process in line with Greensleeves Care Management of Medicines Policy 
· Conduct routine Head Office visits across care homes as directed by Divisional Directors
· To ensure that the recruitment processes are met to assure sufficient numbers of staff are of the right calibre to meet all aspects of the residents’ needs as specified in the Plan of Care. 
· To ensure that care plans are completed and are in place and cover all aspects of care that is required by the resident. 
· To ensure that the standards and upkeep of all residents’ property, furnishings and fittings are maintained and monitored at all times.
· To ensure that staff members are carrying out their duties as set out in their respective job descriptions.
· To provide support and assistance to staff members.

· To ensure that attendance to both mandatory and required training courses, including that of staff members within a home, is met in order that skills, knowledge and competency levels are maintained in order to carry out the role efficiently and effectively.
· To support the Home Manager to plan and facilitate regular staff meetings: staff supervision establishing an effective communication system, ensuring that staff members are kept up to date with all current necessary information.
· To comply with all job related policies, procedures, regulations and rules including health, safety and welfare of residents, staff members and colleagues.
· To ensure that fire checks, fire training and fire drills are implemented on a regular basis.
· To ensure that areas of responsibility are maintained and to delegate duties to staff as appropriate, ensuring implementation.
· To notify and discuss with the Human Resources Department all instances of disciplinary issues that may arise.
· To ensure that all associated administration duties are carried out effectively, efficiently and in a timely manner.
· To record and account for all petty cash expenditure.
· To ensure the Divisional Director is aware of any incident or adversity regarding resident care or staffing. 
· To ensure that all staff members comply with the Time and Attendance system and ensure that the details are correct.
General responsibilities applicable to all colleagues
· Understand and support the vision, mission and aims of the Trust.
· Maintain awareness of your own and others’ Health and Safety and comply with the Trust’s Health and Safety policy.
· Adhere to policies and procedures within the Home and Greensleeves Care.
· Take appropriate responsibility for records held, created, or used as part of your work for the Trust (paper-based and electronic) as per information governance requirements.
· Encourage team-working and effective communication with colleagues.
· Act as a representative of the Trust and deal with Trust customers, stakeholders, advisors and the public in a professional manner at all times.
· Comply with Trust financial policies and practices as applicable.
· Take responsibility for your own CPD to ensure you are up-to-date at all times with changes in good practice in your areas of responsibility.
· Foster strong working relationships with your counterparts in related organisations and sectors.
· Undertake other duties as may be reasonably requested and assigned by the Divisional Director

The duties and responsibilities in this job description are neither exclusive nor exhaustive. They will be regularly reviewed and may be amended in the light of changing circumstances following consultation with the post holder.
Post Holders Signature _____________________________ Date Signed_____________

                                                  (Insert Name)
Line Managers Signature ___________________________ Date Signed _____________

