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Job Description

	Job title
	Operations Support Manager

	Provider Service
	Community Therapeutic Services (CTS)

	Reporting arrangements
	Responsible to
	 Company Director

	
	Accountable to
	 Company Director

	
	Responsible for
	All Residential and Supported Living/Domiciliary Care Services and Individuals who use the Service

	Salary
	Negotiable depending on experience

	Hours
	37.5hrs per week 

	Base
	As required  

	Job Summary
	· To support the, Home Managers, Clinical Team, HR Team and Finance Team in delivering a high quality, effective and equitable learning disability service to adults within CTS.

· To provide leadership, operational support, development and supervision for Managers employed by CTS.
· To promote a positive approach to change in order to facilitate the development of CTS services, working in partnership with other providers/agencies.  
· To ensure under the guidance of the Company Director the management of resources (both financial and human) are effectively and efficiently allocated. 
· To work with the Management & Leadership Team to implement a framework which is evidence based and ‘fit for purpose’ to meet the agreed standards of care.    


	Management
	Contribution to Service Policy and Development
	· Ensure the Homes provide and maintain the highest level of care and service in accordance with CTS’ values, mission, vision, statement of purpose policies and procedures.

· To ensure all Managers are aware of their roles and responsibilities in conjunction with service requirements.

· To ensure all Individuals needs are fully met in accordance with CTS’ Equal Opportunities Policy via the Home Manager
· To carry out quality monitoring visits to the Homes.

· To ensure all required Standards are met, including carrying out audits in conjunction with the Management & Leadership Team.
· To overview compliance actions and support Managers to reach the required standards.

· To participate and undertake Managers supervision and annual appraisals.

· To participate in collating information for investigations or disciplinary procedures.

· To be aware of and act upon CQC standards and ensure the Home is compliant with the requirements and where required inform CQC of any safeguarding alerts.
· To be actively involved in the annual Provider Information Report (PIR)

· To be aware of the Health & Safety standards and ensure the home is compliant with the requirements.

· Actively ensure that all accidents and incidents are reported, investigated and recorded with the appropriate action taken using the systems available.

· To provide guidance to the Home Managers to enable them to participate in the effective management of the Home budget under the guidance of the Company Director and Finance Director.
· Participate in the recruitment and selection of staff, ensuring it is carried out according to appropriate guidelines in consultation with the HR Manager.
· To promote the development of Positive Behaviour Management across CTS in conjunction with the Clinical Psychologist, Clinical Nurse Manager and Director(s).
· To be actively involved in the provision of planned responses to preventing and responding to crises for CTS 
· To be available for out of hours support to meet the needs of the business.

	Operational
	Contribution to service/policy development and the day to day running of the home within CTS.
	· To support the Home Managers in the daily operational running of the Homes.

· To support all Home Managers to enable them to enable Individuals to be empowered and live as independent life as possible.

· To support person centred approaches in the delivery of care to Individuals within the home (Pro Social Modelling, Positive Behaviour Management)
· Be aware of and act upon all CTS operational policies and support the implementation within each Home.

· To actively partake in the Management & Leadership Team to implement and manage operational service change, making adjustments and alterations at short notice.

· To ensure Managers A/L is accurately documented and the information is passed on to the HR Manager to enable monthly wages to be paid.

· To monitor Managers absenteeism and ensure it is documented and the information is passed on to the HR Managers on a monthly basis.

· To ensure Managers sickness and absences are managed appropriately as per CTS policy.

· To work with the Home Managers and HR Manager in the monitoring of staff performance and absenteeism and work positively to maintain high standards in both.
· To support Homes who do not have a Registered Manager.
· In an emergency cover for any Home under the direction of the Director.

	Communication
	
	· To promote and present CTS positively. 

· Ensure contentious, complex, or potentially challenging information is appropriately cascaded to staff, e.g. organisational or service change

· To maintain collaborative links with other partners or agencies.

· To assist in the development of partnership and integrated working.

· To communicate effectively using a variety of communication skills: verbal, non-verbal, written and electronic with a range of individuals and organisations.

· Liaise with multi-professional and multi-agencies to provide information on behalf of CTS staff to enable service provision.
· Ensure the dissemination of essential information to all staff to ensure team involvement and consultation in decision-making.

· Contribute to a positive working environment by maintaining a motivated workforce and empowering staff.

· Communicate effectively, to offer empathy and reassurance in order to minimise stress.
· Regularly meet with staff in order to give and receive feedback.
· To chair and manage meetings and presentations as required.



RESPONSIBILITIES COMMON TO ALL POSTS: 
· Contribute to the work of specific project groups within CTS as required. 

· The post holder will take responsibility for their ongoing personal and professional development through the individual Performance Review and Development Process in dialogue with their line manager. 

· Take account of the provisions of the Health and Safety at Work Act 
· Take reasonable care of yourself and others at work 

· Not intentionally or recklessly interfere with anything provided for health and safety or for welfare to work. 

· To ensure the Management & Leadership Team are informed of any significant concerns in the day to day running of the home. 
HOURS AND ANNUAL LEAVE
· Full-time office hours are required (37.5 hours), but additional hours may be necessary during project development or periods of change.
· Holiday entitlement is 30 days per year excluding statutory Bank Holidays plus one additional day per year to a maximum of 5 additional days.
PLACE OF WORK

· The Operations Manager’s place of work will be across all CTS Homes including the Worle Office. They will be expected to travel across all services.
TRAINING AND SUPERVISION

· Training will be offered to ensure there is the opportunity to develop further organisational and personal development skills where necessary. 

· Performance will be reviewed on a regular basis in line with company policies and procedures. 
· Supervision will be provided on a monthly basis by the Company Director alongside an annual appraisal.
PROBATIONARY PERIOD
· 6 month probationary period 
Notes  - The job description is not an exhaustive list of duties but is intended to give a general indication of the range of work undertaken and will vary in detail in the light of changing demands and priorities within the department.
 CTS reserves the right to alter the content of this job description, after consultation with the post holder to reflect changes to the job or services provided, without altering the general character or level of responsibility. 

The activities described within this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and people who use our service and is consistent with CTS Equality and Diversity Policy. 
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