Person Specification

	Job title
	Reablement Care Coordinator

	Grade
	6

	Service (if applicable)
	Reablement Service 

	Manager
	Registered Manager



This role will contribute to our vision of ‘improving lives, building independence’ by:
Supporting the effective delivery of a hight quality Reablement Service by scheduling the programmes of work, ensuring that the team effectively and efficiently meets the requirement of outcomes-based support plans for clients.
Support the delivery of the Reablement Service to achieve contractual agreement and relevant targets.
Providing effective administrative support to the Management Team, Reablement Officers and Reablement Care Workers, enabling them to focus on their role in supporting clients.
Provide comprehensive, efficient and professional administrative support to the business
Develop relationships with a diverse range of stakeholders and key business partners, including Social Work teams, the NHS, the independent and voluntary sector providers and the local authorities
This will be achieved by:
· Scheduling the work between the teams of Reablement Care Workers to ensure the most efficient and effective use of resources and taking account of contractual arrangement in accordance with agreed policies and procedures.

· Liaising with colleagues, clients and other professionals in respect of weekly programmes and changes.

· Interrogating, maintaining and inputting information onto databases and other computerised and manual information systems as required, including processing of travel and timesheets.

· Assisting the Reablement Officers to agree leave and training release for staff, ensuring adequate workforce levels are maintained to meet service requirements.

· Maintaining filing systems, both manual and electronic which may include information relating to the team.

· Assisting with financial administrative processes as required, including the ordering and maintaining of stock levels, staff claims and client invoicing.

· Provide, administration support to the Reablement Care Service on a day to day basis, coordinating various activities to meet their priorities and deadlines.


· Act as a first point of contact for enquiries, through all forms of media on behalf of the Reablement Care Service. Resolving or assisting as far as possible, and then forwarding on as appropriate.

· Developing, implementing and maintaining office systems, which may include health and safety, administration of projects, facilities arrangements and training provision.

· Managing the collection of statistical data and management information as required, ensuring timely and accurate provision of information.

· Undertake research as required.
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· Undertake any other duties commensurate with the grade of the post.
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Skills
Essential
Competent literacy, numeracy and computer skills.
Ability to communicate and negotiate with a wide variety of people while delivering a positive outcome.
Ability to make decisions and juggle competing priorities.
Minimum of 4 GCSE grade C or equivalent.
NVQ Level 2 or above in Business Support or Customer Service.

Desirable
NVQ Level 3 or above in Business Support or Customer Service.

Knowledge
Essential
Office practices and computerised systems.
Microsoft systems, including Word, Excel and Outlook.

Desirable
Understanding of the work undertaken by Health and Social Care.
Knowledge of the CQC and Care Act 2014.

Behaviours

Empowering
You will maintain and monitor systems that will support staff to deliver effective and efficient services to clients, staff and other professionals.

Welcoming
You will maintain a calm and welcoming manner when dealing by telephone with people who may be emotionally distresses, confused or have the potential to become verbally abusive.   This manner will apply to all communication between staff, clients, stakeholders and all other professionals.

Inclusive
You will support an environment which values differences, treats everyone with respect and ensures equality of access to all our clients.

Trustworthy
You will respect confidentiality and handle information in a professional manner.

Innovative
You will be open to latest ways of working, able to contribute to service development and positive problem solving.

To work on a rostered basis between 07:00 and 22:30, including alternative weekends.
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