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Insert Name of Domiciliary Care Agency
Job Description/Person Specification — Agency
Manager

This is a model. Review and amend according to your needs.

Key Personal responsibilities

o To manage the Agency to the highest professional standards;

o To ensure that the provision of care to clients is in line with National
Minimum Standards and Care Quality Commission guidance;

o To participate in personal development activities which ensure
knowledge and skills in the management of care of clients and48
offered by the Agency;

o To conduct himself/herself at all times in a manner w|
the ideals, goals and expectations of a caring establis

« To keep the Agency informed of any chang
impact his/her registration, including any
offences) for which he/she may have been
convicted.

offences (incH
tioned, rep
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Insert Name of Domiciliary Care Agency
Job Description/Person Specification — Agency

Manager

This is a model. Review and amend according to your needs.

Person Specification

P

Attribute Essential Desirable
The Registered Manager is expected to have a management y
qualification at least at or equivalent to NVQ Level 4 within
years from the date of application of the standards, or f in;

Education and that period, within three years of employment.
Qualifications

(Please complete this area after review of Gililance on

Qualifications for Managers)

Work Experience

social/personal care, of which,
spent within the Domiciliary

Knowledge, Skills
and Training

Has a high

Care,

Literate,
Numerate

Knowledge of legislation relating
specifically to Care Agencies
(regulations and standards),
including registration and inspection
procedures

Specialist knowledge of care of older
persons

Possesses teaching, learning and
assessment skills

Perso)
Characteri

lan, co-ordinate, organise and work under pressure,
maining professional

'a caring but strong and favourable impression to others
enthusiasm and commitment

e to lead and motivate others

Able to co-operate with other health professionals, and build and
maintain positive relationships at all levels

Self-motivated and pro-active

Approachable, dependable, tenacious and confidential

Able to attend the Agency at any
time, if required
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Insert Name of Domiciliary Care Agency
Job Description/Person Specification — Agency
Manager

This is a model. Review and amend according to your needs.

Job Purpose

Responsible to (You should identify the Job Title of the person to whom the
Registered Manager is accountable) for providing effective leadership and for the s:
and efficient management of the Agency.

Key Tasks

Provide effective leadership
Maintain business levels
Manage the services provided
Manage resources

Manage people

Manage information

Manage energy

Manage quality

FROE LD

Duties and Responsibilities

1.1 ide bodies, organisations,
Agency and in particular the
services it provide rticularly within the local

community, apd tifise who hav&@or may have an impact upon the level of

state: ts.

P®elops effective relationships with the key stakeholders in the business,

including employees, clients, clients” family and friends, the local
community, local healthcare facilities, GP’s and suppliers.
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Insert Name of Domiciliary Care Agency
Job Description/Person Specification — Agency
Manager

This is a model. Review and amend according to your needs.
2 Maintain Business Levels

2.1 Researches the position and attitude of all client groups in relation to the
Agency, the services it provides and the staff that provide the services.
Uses the results of this research to continuously improve the standard of
service provided through feedback to staff members and key stakeholderg:

2.2 Evaluates local competitors, taking into account current trends and
developments, likely future interests, key competitive areas and
etc. Identifies strengths and weaknesses of competitors in pal
making plans, recommendations etc which will serve the best int
own Agency.

2.3 Develops an annual development plan with SMART pec1f1c
Measurable, Agreed, Realistic and Time boun
present and planned services.

2.4 Examines, reviews and evaluates services
ensure maximum utilisation/delivery appropigte to the cgtchment area.

2.5  Considers proposals for the
equipment etc in order to
the Agency.

ry of new services, purchase of new
elop and maximise the potential of

2.6 rature to meet day to day
’s Statement of Purpose, Service User

p, regularly reviewed and distributed

at the agfeed time and to the relevant spemﬁcallon and quallty, and
ent with individual assessments which have been undertaken,
care plans drawn up, etc, and that these are regularly reviewed.

dinates the identification, frequent review and management of the
Agency’s structures, key processes, records and systems in line with
changes in care practice and recommended national standards, needs of
Regulatory Authorities, improvements in operational efficiency, changing
legislation etc. Ensures that any changes are appropriately recorded,
communicated and implemented in line with the needs of the various
stakeholders.
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Insert Name of Domiciliary Care Agency
Job Description/Person Specification — Agency
Manager

This is a model. Review and amend according to your needs.

3.3 Ensures that all activities and services are delivered in a manner, and in an
environment which is sympathetic and conducive to the provision, at all
times, of safe systems of work, and not likely to endanger the health and
safety or welfare of anyone who provides or receives such services.

3.4 Defines values and policies which take into account the requirements,
expectations, policies and interests of the Agency. Ensures that key
operational policies (e.g. Abuse, Care Plans, Care of clients, Recruj
Police Checks, Complaints Procedure etc) are written, maintain
available to employees and clients as appropriate.

3.5 Formulates strategies, measurable objectives and detaipd

parties.

3.6 Regularly and frequently seeks the views
(if inappropriate) on the content and imple!
Plan and takes these into accou initiating
plan.

Personal Care
changes to the

Manage Resources

& the availability, at all times, of supplies needed for day to day

ts, taking advantage, where appropriate, of preferential prices and
wunts agreed with suppliers. Keeps stock on hand at an efficient level,
and ensures that all stock is adequately recorded and accounted for.

Controls expenditure against targets. Reviews all financial and
management information, taking note of both positive and negative
variations. Analyses variances and determines corrective actions, as
appropriate.

4.6  Assists with the preparation of the Agency’s budget.
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Insert Name of Domiciliary Care Agency
Job Description/Person Specification — Agency
Manager

This is a model. Review and amend according to your needs.

5 Manage People

5.1  Accepts responsibility for developing own knowledge and skills, and for
promoting the concept of lifelong learning for staff. At appropriate
intervals, makes assessments of performance, progress etc identifying
development proposals in line with current objectives.

5.2 Prioritises own work, setting and agreeing SMART objectives ag
appropriate. Makes regular assessments of progress, ensuring
significant delays are dealt with satisfactorily.

5.3 Gains the support, trust and confidence of own colleaff
adequate communication, consultation and involvem

5.4  Ensures that the manpower and skill mix re
where possible, to ensure
and need.

5.5  Monitors the recrt
practice is observe

5.6 Delegates res;
to ensureNffectiveneSs™Agrees SMART objectives in respect of

delegated , providing advice, support etc as necessary and as agreed
ith the team ber.

Kciplinary) policies as necessary, taking appropriate and corrective
as determined by the circumstances.

Considers and takes action on the redeployment of staff, or their
redundancy, based upon operational need.
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Insert Name of Domiciliary Care Agency

Job Description/Person Specification — Agency

6.1

6.2

6.3

7.1

8.1

8.2

8.3

Manager

This is a model. Review and amend according to your needs.
Manage Information
Chairs meetings (e.g. team briefings, staff consultations etc) and ensures
that meetings are conducted in a manner which promotes involvement,

understanding and achievement of objectives.

Ensures that the Agency’s Terms and Conditions are maintained and
distributed to clients.

Monitors the delivery of suitable accounting and financial pro
demonstrate current viability and to ensure there is effective and &
management of the business, including adequate contry
in relation to the financial interests of clients.

Manage Energy

benchmarking, where appropriate), i ible i 1

ent and implementation of efficient, accurate and
ance, monitoring and control measures and

ob Desc#iiption aims to provide the Applicant or Employee with an accurate and concise
gfthe Job and its main duties and responsibilities. However it is not intended to be
restrictive or absolute.
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