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Job Description and Person Specification Profile

	Job Title 
	Deputy Manager – Children’s Home

	Job ID 
	DH15

	Service
	Children’s Services

	Grade
	Grade I, Scale 35 - Scale 37 

	Reporting to 
	Registered Manager



	The Role

	Department:  		Children’s services		

			Reports to the Registered Manager

Post Objective(s):	 
1 To assist the Registered Manager in the organisation, management and supervision of the home.
2 To contribute to overall strategic planning and management of the service and to the development of high-quality services
3 To assist the Registered Manager in leading the team ensuring that the functions of the home are carried out effectively and in accordance with legislation, regulations, guidance, standards and local procedures and priorities.
4 To continually improve services in the light of service user views, performance data and stakeholder feedback in accordance with Best Value principles.

Main Duties and Responsibilities include:

1	Management of People

-	To assist in managing the home in line with Service policy, procedures and guidelines.

	-	To work jointly with the Registered Manager and staff in the residential home.

	-	To assist the Registered Manager in implementing the Service's Supervision Policy.

	-	Adhere to the Services' Human Resource Guidelines for Managers with particular reference to:

(a)	Recruitment and Selection

(b)	Disciplinary/Grievance/Capability Procedures

		(c)	Equal opportunities Employment Code of Practice

(d)	Attendance issues, i.e. Annual Leave, Flexi Leave, Sickness Absence, Compassionate/Special Leave, Flexible working, Maternity Provision.

(e)	Exit interviews

	-	To assist the Registered Manager in addressing issues concerning staff welfare in accordance with Service Practice and Staff Care Policies.

	-	Comply with the Authority's Health and Safety Regulations.

-	To assist the Registered Manager in ensuring effective induction of new staff joining the residential team. 

	-	To assist the Registered Manager in ensuring that the training and developmental needs of staff within the Team are evaluated and actioned in accordance with the authority's Training Strategy.

	-	To assist the Registered Manager in ensuring that staffing practices of the Team are in accordance with Social Services guidelines, e.g. in relation to casual/temporary employment.

-	To assist the Registered Manager in operating Personnel Practices within the Authority's scheme of delegation and follow agreed consultation processes with employees and Trade Unions.

2	Management of Finance and Resources

To assist the Registered Manager in relation to the following: -

-	Management of all budgets held by the residential team

-	Responsibility for budget monitoring and for the control of income and expenditure within approved levels.

-	Ensure that the Team operates within the Departmental Scheme of financial Delegation, Council Standing Orders and Financial Regulations.

	-	Manage allocation of work in accordance with priorities, ensuring that assessments, care plans and and review functions are implemented where required and monitored and reviewed according to local procedures and priorities.

	-	Maintain effective workload monitoring within the home.

-	Contribute to the development of unit costs for the home’s activity

	-	Participate in out of hours management cover as appropriate to the residential service.

	-	Contribute to proposals for cost effective use of resources and plans for disinvestment and reinvestment.

	-	Assist in the management/operation of the team according to Best Value principles. 

	-	Where appropriate to undertake direct work with children and young people. 


3	Management of Quality and Performance

To assist the Registered Manager in relation to the following: -

-	Responsibility for ensuring that work is undertaken to meet agreed standards.

-	Establish, sustain and develop a quality audit system within the home to ensure that the home delivers services to the required standards and specifications.

	-	Contribute to the management of quality in the residential service.

	-	Manage the performance of the staff team, setting individual and team targets.

	-	Responsibility for ensuring effective use of project management techniques, where appropriate.

4	Service Decisions

Responsibility for decision making according to the Council’s scheme of delegation

5	Business Planning

To assist the Registered Manager in relation to the following: -

Contribute to the planning process of the Business Unit and to develop, produce and monitor the Team Plan.

Develop appropriate systems in conjunction with the Management Information Team for the collection of performance data and data analysis.

Provision of reports using required formats for presentation and analysis of data.

6	Continuous Improvement

To assist the Registered Manager in relation to the following: -

Contribute to the devising, implementing and evaluation of changes with the involvement of front-line staff to continually improve services, systems and standards, in conjunction with the Service Unit Manager and the Service Management Team.

7	Management of Information

To assist the Registered Manager in relation to the following: -

-	Development of mixed media information for use of general public, partner agencies, other organisations, service users, families and carers and potential users of services.

-	Ensure effective communication and information flows within the home and between the Team and other Services, relevant Agencies and organisations

-	Ensure effective communication and information dissemination with/to current and potential Service Users

-	Develop the involvement of service users in individual and service planning

	-	Ensure that the home implements the Service Information and Communications Policy and liaises through the Information network

-	Contribute to the response to queries and requests for information from Members and Members of Parliament (in respect of the home) in accordance with Service guidelines and standards
-	Effective use of information to ensure achievement of stated objectives and targets and as a means of securing service improvement.    


The duties and number of young people, may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post.





	About You

	Your essential qualifications

Personal requirements of a successful postholder			         Category


	
1	Educational standard/qualification/membership of Professional Institution (indicate grade)

Professional or vocational qualification required for service area (DipSW, NVQ Level 3 caring for Children and Young People/Residential Care and Family Support, Nursing qualification, RNLD).

Management qualification (MBA, DMS, NVQ Level 4, Care Management)

Level 5 Diploma in leadership and management for residential childcare.

* (the successful candidate will have three years from commencing the role to complete the qualification in-service if they do not already hold the qualification when appointed)
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2	Specialised Training

Legislation and requirements relevant to service area
Management and Human Resource procedures
Managing Safety			
Risk assessment (Health and Safety)
Anti-Discriminatory Practice
Continuous Improvement
ICT
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3	Experience

Previous post qualifying experience of the relevant service area

Experience of staff supervision/practice supervision

Experience of working with children and young people in a residential setting or other equivalent experience.
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4	Key Skills and Competencies

Maintain activities to meet requirements
Contribute to improvements at work
Manage yourself
Create effective working relationships
Respond to poor performance in the team
Manage information for action
Support the efficient use of resources
Contribute to the development of teams/individuals


Tameside Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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