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JOB OUTLINE


	DEPARTMENT: 
  
	Renfrewshire Health & Social Care Partnership
	SECTION:
	Care at Home

	POST TITLE:
	System Scheduler
	POST ID:
	

	GRADE:
	GR4
	LOCATION:
	Renfrewshire

	REPORTING TO:
	Service Coordinator


				
	PRINCIPAL ROLE:

			Responsible for the updating and maintaining of electronic systems, making decisions in relation to the deployment of frontline staff, as well as providing an efficient and effective first point of contact for service users, families and staff.  You will be customer focused and be part of a fast moving, challenging, continually changing environment which ensures that all care at home provision meets the individual needs of service users by maintaining an electronic scheduling system and committing resources as required. 










Key tasks for which the post holder will be responsible:

1. Ensuring effective deployment of all resources throughout the Care at Home service using an electronic system.
2. Planning, arranging and scheduling service provision through an electronic system on a day to day basis, ensuring the assessed needs and preferences of service users are always respected.
3. Making informed decisions in relation to the committing of resources on occasions of a Home Care Worker absence to ensure that services are provided at the earliest opportunity to service users.
4. [bookmark: _Hlk48891266]Make decisions, act or seek management advice as appropriate to maintain the safe and efficient delivery of Care at Home services in an operationally demanding environment.
5. Maintain and update service user and staff information where required, using a range of electronic systems, whilst ensuring that all information is kept confidential in line with General Data Protection Regulation (GDPR).
6. Record any significant events within appropriate electronic systems and escalate where appropriate.
7. Respond to requests for service provision and liaise with assessment and frontline staff to ensure effective delivery.  
8. Providing service users with a point of contact for Care at Home service, whilst supporting people and resolving enquiries at point of contact by taking ownership of the request.
9. Be the first line of enquiries within Care at Home service and ensure that any accident, incident, comments and complaints are logged and passed to the appropriate member of staff.  
10. Advising service users and field-based operational staff of reported Home Carer unavailability and the arrangements put in place to ensure continuity of services.
11. [bookmark: _Hlk48923574]Working with colleagues to identify any additional resource requirements to address capacity planning issues in conjunction with field–based operational staff.
12. [bookmark: _Hlk48923597]Develop and maintain working relationships with colleagues in the independent and third sector providing direct care provision across Renfrewshire. 
13. Maintain effective communication within Care at Home service to effectively utilise care staff.
14. Communicate effectively with relevant health and social care professionals (GP, district nurse, occupational therapist, social worker etc) and informal carers to achieve optimum independence for service users.
15. Contribute, where required, information in the review of service users and updated support plans.
16. Provide support and advice to frontline staff in any emergency e.g. no access, fall at home and ensure appropriate action is taken in line with service policy and procedures. 
17. [bookmark: _Hlk48891158]Assist in the introduction and support of new procedures and/or new equipment/technology, including mobile devices utilised by frontline staff. 
18. Maintenance of management information, creating and submitting reports as required generated from electronic systems.
19. Operate to identified performance targets and ensure agreed quality control measures are in place.
20. Prepare for and participate in supervision, staff meetings and training to develop skills and knowledge, as directed by your line manager.
21. Understand and adhere to Renfrewshire Council’s Adult Support and Protection Procedures.
22. Responsible for reconciliation and reporting of weekly service provision hours from an agreed budget.
23. To adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies.
This description is indicative of the nature and level of responsibilities associated with this job.  It is not exhaustive, and the job holder will be required to undertake other duties and responsibilities commensurate with the grade.
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