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Job Outline
Post:	 Day Care Co-ordinator
Service:	 Locality Health & Care Services

Section:	Older Peoples Service

Grade:	Grade 10	
Job Purpose:	In order to assist in the promotion, delivery and integration of the key objectives in relation to those identified within the Wellbeing and Recovery Plan and Community Plan.  To manage and develop the delivery of a high quality service providing day service opportunities to older people who have multiple needs and who require support to reduce social isolation and will be supported to be involved in meaningful social, and recreational activities. 

A. STRUCTURE CHART 

Day Care Co-ordinator




Senior Day Care Workers



Day Care Workers




B. KEY DUTIES & RESPONSIBILITIES

1. Maintain management information systems including electronic databases and spread sheets in accordance with the General Data Protection Regulation.

2. Processing requisitions and orders ensuring the accurate and timeous maintenance of information relating to budgets. 

3. Operate and review PECOS, the Council’s electronic purchasing system; including generating purchase orders, delivery notes and invoices in accordance with procurement procedures.

4. Undertake financial duties including the maintenance of petty cash funds, processing of financial documents and cash handling in accordance with the Council’s Financial Regulations.

5. Effectively manage the staff group to ensure the appropriate allocation of work to maintain effective workload / management arrangements.
6. Adhere to the Council’s Adult Support and Protection Procedures to support and protect adults who may be at risk of harm and to ensure that these procedures are properly implemented within the Day Service.
7. Implement and monitor the delivery of a Day Service based on Best Practice and Health and Social Care Standards. 
8. Manage and promote a team based approach to achieve the aims and objectives of the service.
9. Promote understanding and awareness of individuals living with Dementia, long term conditions etc., with particular regard to the importance of valuing people as individual citizens.
10. Manage the implementation of Council Policies including HR Policies relating to Supporting Attendance at Work. 
11. Adhere to registration requirements in line with the Care Inspectorate.
12. Undertake a programme of continuous professional development to ensure registration with the Scottish Social Services Council (SSSC).
13. Develop and sustain collaborative working arrangements and sustain partnerships with other others including service users, carers, other departments and organisations to ensure integrated service to meet the needs of vulnerable people, and promote public understanding of the services of East Ayrshire Health and Social care Partnership.
14. Manage the arrangements for personal care provision for service users that promotes dignity and respect and is delivered in line with Health and Social Care Standards.
15. Manage the day service to ensure that appropriate support is provided to service users who have multiple needs including moving and handling tasks and administration of medication and that this is delivered in line with Health and Social Care Standards.
16. To ensure a system is in place for the implementation of assessment, monitoring and review of individualised personal plans, ensuring they continue to meet the needs of service users with arrangements for measuring outcomes for individuals. 
17. Manage risk by ensuring a safe system of working is communicated and working practices are effectively risk assessed.
18. Engage and develop professional relationships with service users and their families / representatives in ways which ensure that effective communication is maintained.
19. Ensure agreed standards of service delivery are achieved in compliance with all relevant legislation and regulation.
20. To ensure the effective management of a programme of structured and meaningful activities that meet the identified outcomes and wishes of service user.
21. Effectively manage any changing issues arising from current and future service delivery re-alignments by adopting an integrated, flexible and collaborative approach and responding in a proactive and responsive manner to events. 
22. Manage and identify any future recruitment needs and follow the Recruitment for Managers procedures.



C. GENERAL RESPONSIBILITIES

23. Ensure all materials and equipment provided to assist in carrying out the duties of the post are properly secured in accordance with the Council’s policies and procedures.
 
24. Promote the health and safety of employees at work and of service users through the implementation of the Council’s policy on health, safety and welfare at work and Service Health and Safety arrangements in accordance with all relevant statutory requirements, leading by example.

25. Ensure all activities for which the post holder is responsible are delivered in accordance with Council’s Equality and Diversity Policies and the statutory and general specific Equality Duties.

26. Ensure that the Council’s Customer Service Commitment is followed in all dealings with the people we serve. 

27. Adhere to the service policies and procedures for good records management across the Services, ensuring that the correct information is created, maintained, stored and retrieved in accordance with business need and statutory and legislative requirements. 

28. Participate in the East Ayrshire FACE Time process annually in accordance with the Council’s procedures. 

29. Represent the department at appropriate external events and meetings in accordance with the remit and status of the post.
30. Attend and where appropriate report to the Council, Cabinet, Committees, Sub-Committees and working groups etc. as appropriate.
31. To ensure that the Day Opportunities services are provided within a Best Value/quality framework and that performance is regularly monitored and continuous improvement achieved.


Person Specification
	Designation: Day Service Co-ordinator
	Post No:

	Service: Day Services
	Section: Locality Health & Care Services



	Attributes:
	Essential Criteria
	Desirable 

	
Qualifications

	· SCQ4 in Health & Social Care or equivalent.
· Leadership in Care Management level 4 or equivalent
	· SVQ3

	Knowledge & Skills





	· Understanding of supervisory / management role.
· Awareness of adult protection legislation and procedures.
· Understanding of Health and Care Standards and the implementation of these within day to day practice.
· Knowledge and understanding of the SSSC Codes Of Practice.
· An ability to engage positively and supportively with service users and their families / carers.
· Understanding of person centred plans and outcome focused approaches.
· Compassionate and caring support. 
· Effective communication skills with the ability to work as part of a team.
· Good standard of written work and use of recording systems.
· Ability to demonstrate an understanding of individual need and the key elements of assessment.
· Knowledge and awareness of H&S practices including risk assessment and Fire Protection.
· IT abilities.
	· Knowledge and insight into supporting service users living with a Dementia diagnosis and effects on family dynamics
· Knowledge of resources, services and agencies in relation to service.


	Experience







	· Understanding of multi-disciplinary approach to service delivery.
· Understanding of Care Inspectorate process.
· Experience of working with and supporting individuals with high support needs and behaviours.
· Working with or caring for people, in particular people with a long term health conditions including Dementia
· Developed sound working relationships.
· Involvement in the planning, implementation and review of personal plans.
· Involvement in risk assessment.
· Experience of best practice in relation to the supervision of employees.
	· Worked within a care setting e.g. residential, community setting
· Assessment and care planning including review.
· Understanding of leadership and management processes.
· Understanding of a range of H.R. procedures and policies e.g. absence management

	Employees are the FACE of East Ayrshire and are expected to demonstrate our FACE qualities and behaviours

	Quality 
	Behaviour

	Flexible 

	· Have an open mind and look for better ways of doing things.
· Embrace new technologies to improve services for the people we serve.
· Welcome opportunities to learn and grow.

	Approachable
	· Develop positive and productive relationships with everyone.
· Listen, notice, respond and engage.
· Manage our reactions and think about how our behaviour affects others.

	Caring
	· Embrace working in a team and working with others.
· Take pride in your role, serving our community and strive to be the best we can be. 
· Be kind to others and to ourselves.

	Empowered
	· Have the courage to try new things.
· Work with others to find the best solutions.
· Help everyone to realise their full potential.
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