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	JOB DESCRIPTION:  HOME MANAGER



JOB TITLE:  Home Manager

ACCOUNTABLE TO:  Directors

BASIC SKILLS REQUIREMENTS (including numeracy, literacy and English speaking abilities: 

Registered nurse level 1 or General Practitioner
Evidence of postgraduate education

Evidence of innovation in care role

Experience in dementia care

Experience in budgetary control

Minimum of 5 years experience in supervisory role

Experience in recruitment and retention of personnel

Experience in training and supervisions

Willingness to undertake sales role

PERSONAL ATTRIBUTES:

Calm under pressure
Listening & responsive skills

Enthusiastic

Leads by example

Observant

Approachable & sympathetic

Even tempered

Positive approach to problem solving

Organised & proactive

MANAGEMENT RESPONSIBILITIES:
Liaison with Directors
Compliance with regulatory and statutory requirements
Maintenance of Quality Management System
Maintain occupancy levels 
Maintain budgetary control

Welfare of residents

Recruitment & retention of staff 

Training & development of staff

Health & Safety in the workplace
Overall clinical responsibility
DAY TO DAY DUTIES
1. RESIDENTS’ CARE

a) Act as Nurse-in-Charge of the home for at least 18 hours per week.

b) Maintain an overall knowledge of all matters relating to residents’ health and social care

c) Maintain on-going personal contact with residents and their relatives

d) Ensure that the rights of each resident are acknowledged and protected

e) Supervise the nutritional balance of the residents’ diets in conjunction with the chef

2. COMPLYING WITH REGULATORY REQUIREMENTS

a) Keep updated on care home regulations and standards

b) Ensure Regulation 37 forms completed and despatched when required

c) Respond to compliments & complaints in appropriate and timely manner

d) Undertake self-assessment when required

3. MAINTENANCE OF QUALITY MANAGEMENT SYSTEM

a) Monitor Quality Management System and ensure Quality Standard Awards are maintained

b) Respond to compliments & complaints in appropriate and timely manner

c) Undertake self-assessment when required

d) Use feedback from customer surveys for continual improvement

4. MARKETING
a) Handle new resident enquiries and send out brochures.

b) Maintain contact with relevant social workers, placement agencies, etc.
c) Show potential clients around the home
d) Carry out “pre-admission assessments” of new residents

5. FINANCE
a) Ensure day to day expenditures in each department is within set budget
b) Ensure staff awareness of budgetary controls
c) Liaise with Directors for ad hoc expenditure
6. PERSONNEL MANAGEMENT
a) Recruit staff:  shortlist, interview and employ carrying out all statutory and regulatory checks and obtaining necessary documentation
b) Implementation of staff disciplinary and grievance procedures

c) Identify regulatory requirements in respect of staff qualifications and skills for home’s client group

d) Training & development: review specialist training needs together with mandatory programmes. Identify individual training needs.  Devise and develop training programmes.  Facilitate training.

e) Ensure that staff are able to access policies and procedures relevant to their role

f) Conduct staff appraisals and supervisions
7. HEALTH AND SAFETY
a) Ensure external and internal risk assessments are carried out in accordance with statutory requirements
b) Ensure all departments meet the relevant statutory health and safety requirements to include infection control
c) Ensure all staff receive health and safety instruction and training

d) Supervise Maintenance Manager to keep fabric of building and all equipment in fit for purpose condition

e) Supervise housekeeping department to maintain acceptable level of cleanliness

f) Liaise with Maintenance Manager on annual maintenance and replacement programme

g) Liaise with Directors regarding refurbishments and redecoration

8. CLINICAL RESPONSIBILITIES
a) Keep updated on all professional knowledge and skills with particular emphasis on dementia care
b) Cascade information and encourage sharing of knowledge for all care staff
c) Facilitate RN’s duty to maintain professional status

d) Ensure staff keep aware of professional accountability

e) Devise and monitor duty rotas with particular regard to skill mix ensuring correct staff/resident ratio for current client group

9. LIAISON WITH DIRECTORS

a) Attend monthly Management Meetings 

b) Keep Directors informed as required

Please note that this Job Description will be subject to continuing review and development

