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Job Description and Person Specification Profile

	Job Title
	Service Coordinator

	Job ID
	J138

	Service
	Adult Services

	Grade
	F

	Reporting to
	



	The Role

	To assist the Team Manager and Telehealthcare Manager in the day-to-day operational running of the Community Response Service to ensure that Service Users receive high standards of service that enables them to continue living in the community. To work with the Team Manager and Telehealthcare  Manager to continually improve services in light of Service User views, performance data and stakeholder feedback in accordance with the relevant legislation.
Main Duties and Responsibilities include:

· To provide support/assistance to all levels of staff.

· To assist in the recruitment, selection and induction of Community Response staff.

· To act at all times with due regard to TMBC’s Health & Safety policies and related Codes of Practice.

· To regularly meet, monitor and observe Community Response workers/Operators/office staff to give support, advice and guidance.

· To facilitate meetings and distribute protective clothing, equipment, information etc.

· To ensure that all aspects of visits, assessment and re-assessments of service users in partnership with stakeholders is undertaken and to ensure all relevant paperwork is completed.

· To carry out duties in accordance with all council and service specific policies and procedures

· To ensure all information received and disseminated, whether verbal or written, concerning employees, prospective employees or service users is treated in the strictest confidence and that all such information held is regulated and controlled in a similar manner.

· To provide solutions to issues that may arise and seek support, advice and guidance as required by the Team Manager/Telehealthcare Manager.

· To ensure support is available to staff/service users 24-hours a day, seven days a week.

· To contribute to effective team practice.

· To work as a team of Coordinators to ensure full service cover.

· To develop skills in identifying risk and ways in which to minimise risk during work activities for self and others.

· To carry out duties and responsibilities as deemed appropriate for the role of Community Response Service Coordinator.

· To assist in staff supervisions/ADR’s, monitoring performance and activity and to contribute to staffs development and service objectives.

· To assist in the identification of staffs development and training needs.

· To assist in the investigation of capability/disciplinary matters when requested by the Team Manager/Telehealthcare Manager.

· Flexibly cover 24-hours if deemed necessary.

· To support the Team Manager/ Telehealthcare Manager in ensuring the Community Response Service is run effectively, efficiently and within budget.

· To deploy staff as required by allocating Community Response Service resources to meet the needs of service users and agreed service agreements.

· To produce flexible rota system.

· To monitor staff absenteeism within the context of TMBC’s policies relating to sickness absence, holidays and TOIL.

· To actively support the development and implementation of new technology.

· To assist the Team Manager/ Telehealthcare Manager to monitor the quality of service provision with the standards of the regulatory bodies, policies and procedures and of the unit.

· To contribute to responding to complaints from service users and others and resolving them where possible.

· To assist with promoting the service including assisting with presentations.

· To contribute to the protection of individuals from abuse.

· To manage the service information by, organising, inputting, collating and analysing the daily work achieved by the Community Response Service.

· To co-ordinate the effective running of the CRS office to deal with referrals, equipment, stats and MIT data efficiently.

· To perform any other duties in line with the nature of the post for the continued improvement and development of the service. 


The duties 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

· NVQ Level 2 or above
Your essential skills, knowledge and experience

· A commitment to ongoing professional development
· Working with Service Users with a care setting and/or care service
· Verbal and written skills
· Communication skills
· Team building skills
· Problem solving skills
· Appreciation of the requirements of Service Users with assessed needs
· Health and Safety requirements
· Ability to deal sensitively with members of the public
· Ability to work on own initiative
· Ability to work within a team setting
· Ability to communicate on all levels
· Good health/work attendance record
· Clean driving license
· Ability to work flexibly
· Ability to work to targets and deadlines
· Ability to manage own time
· Ability to converse at ease with Service Users/Customers and provide advice in accurate spoken English

If you have the following experience or qualifications – then that’s great!

· GCSE Level of education
· BTEC National Level
· Experience in a statutory or voluntary welfare agency
· Experience in supporting staff
· Understanding of the principles of Equal Opportunities
· Equality Act Awareness
· Aware of departments customer complaint policy and related procedure



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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