
Choice Support Group

Job Description:  Assistant Nurse Manager 

Reports to: Nurse Manager

Job Purpose

· To manage and coordinate the delivery of support to service users to enable people to lead independent and fulfilling lives. 

· To effectively deliver the clinical aspects of the service. For example, PEG and PEJ feeding, epilepsy, diabetes, tissue viability, postural drainage.
· To provide support to the Nurse Manager in providing leadership and supervision to Support Workers ensuring agreed outcomes are achieved and high quality standards maintained.

· To support the nurse manager in ensuring that all support plans, health guidelines, health action plans and hospital passports are up to date and regularly reviewed.

· Work closely with Health and social care staff colleagues. For example GP, District nurses, CLDT.

· Work closely with relatives and next of kin.

This job description lists the main areas of the role but it may be supplemented with additional tasks that may be required according to the needs and wishes of the people that you provide support to and their right to exercise control over their own lives and what happens within their own home.

Main Duties and Responsibilities

To organise and provide support to people to help them become valued citizens and contributing members of their local community.
To promote integration into the community to ensure individuals take part in activities outside of their home and enable them to maintain their existing skills and develop new ones.

To support and assist the Nurse Manager:

To effectively deliver the day-to-day clinical aspects of the service.

To conduct regular health assessments

To medically assess new service users

To train staff in medication and other clinical matters, as appropriate 

To support the set-up of new services from a clinical perspective

To keep abreast of advances and current treatment

To co-ordinate  the creation, implementation and monitoring of costed support plans with the individual/s, their supporters and other appropriate people to live the life they choose , make decisions and take appropriate risks. 

To ensure support is offered to help people manage and make decisions about their Individual Budget/Individual Service Fund or Direct Payment.

To ensure Person Centred Plans are offered to all individual service users 

To ensure that all staff follow, monitor and deliver agreed outcomes from an individual’s person centered plan/support plan, providing advice on particular approaches to problems.  

To encourage and facilitate the individual’s involvement in the planning, delivery and

management of their support service ensuring changes are made in line with their

feedback and their families.

To manage and co-ordinate the recruitment, selection and induction of staff, involving services users in the process as appropriate.
To ensure that the Reach Quality Service Standards are being met for each person,

ensuring action and outcomes are achieved in line with feedback from the person

and their family; Quality Checkers and other audits and checks.

To ensure service users have access to a wide range of information including health, emotional well being and employment advice and support. 

To assist the Nurse Manager to manage, advise and support teams:
To support the Nurse Manager to manage service budgets, ensuring staff budgets are utilised in line with agreed hours allocated for each person, including writing and monitoring rota’s to ensure staff cover is provided in accordance with the requirements of the support plan.  Managing annual leave, TOIL and training cover in accordance with budgetary provisions.

To manage and monitor the use of bank, agency staff and additional hours in line with individual allocations and budgets.

To report on budget variances identifying any overspend/underspend and producing plans and actions to ensure services are provided within allocated budgets.  

To act as a practice leader and ensure all staff across the services receive supervision, on the job observation/coaching and feedback and an annual appraisal. 
To monitor and manage sickness absence in line with Choice Support’s policy and procedure.
To produce an annual training plan identifying staff training and development needs that ensure the appropriate use of E-Learning, classroom training, on the job training and mentoring from manager.
To ensure that all staff are appropriately trained and qualified to carry out their individual roles.
To ensure good performance is recognised and rewarded and poor performance is identified and addressed appropriately. 

To ensure that all staff is supported to recognise the difference between poor practice and abuse and respond accordingly.
To take part in complaint, SOVA and disciplinary investigations as required.
To participate in the First Tier On-Call system.

To coordinate the planning, development and management of services by:

To ensure all appropriate risk assessments are carried out under the terms of the Health and Safety at Work Regulations.

To ensure that all health and medical arrangements for the people you support including making referrals to appropriate health professionals are carried out by staff.

To assist  individuals to move into their home or resettle into new accommodation in liaison with Care Managers, families, advocates, staff and others.

To monitor the development of the service by conducting and taking part in service audits and completion of CQC’s Provider Compliance Assessments and/or the Supporting People Quality Assurance framework.

To be  familiar with all Choice Support policies, procedures and keep accurate records as required by The Health and Social Care Act 2008 and the Care Quality Commissions Essential Standards of Quality and Safety. 

To write reports and provide quality information and returns as required.

To oversee the spending of the allocated service and approve reconciliations of the finances for the people you support.
Where required, to deputise for the Nurse Manager and to act as a Registered Manager under the terms of the Health and Social Care Act 2008.
To undertake any other appropriate duties as required by management and that are appropriate to your grade.

To perform all duties in accordance with Choice Support policies and procedures and guidelines and ensure the staff team are briefed and follow them, taking remedial action when required. 

This job description may be subject to review and change in consultation with the post holder.

This is not intended to be a contractual document
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Person Specification: Assistant Nurse Manager 

This person specification lists the essential and desirable characteristics necessary for you to perform the job of Assistant Nurse Manager.  It may be supplemented by additional criteria according to the specific needs and wishes of the person(s) that you are paid to support and their right to exercise control over their own lives and to determine the support that they receive.

Essential Requirements

Level 1 Registered General Nurse or Learning Disabilities Nurse

At least two years experience of working with people in a community setting.

Skilled in catheter care, PEG and PEJ feeding, postural care, management of epilepsy and diabetes.
A thorough understanding of the issues which face people with a learning disability and complex health needs including a working knowledge of the Health and Social Care Act 2008. 

Enthusiasm and a positive attitude towards supporting people with learning disabilities and complex health needs to achieve citizenship.

Good communication skills (both written and oral), including listening skills and the ability to communicate effectively with people with learning disabilities and complex health needs using a variety of different methods as required.

Good ICT skills. 

Management ability including budget control, quality assurance, rota writing and staff supervision.

An ability to think and respond creatively, positively and with flexibility.

A commitment to training and development of self and staff team.

Desirable Requirements

Experience of supporting people to use personal budgets, individual service funds and Direct Payments.

A current full manual car driving licence.
SUMMARY OF MAIN TERMS AND CONDITIONS OF EMPLOYMENT

POST:


        ASSISTANT NURSE MANAGER 

LOCATION:
London 
BASIC PAY:
£22,364 p.a. - £24,601 p.a. 

LONDON WEIGHTING:
£2,600 p.a.

CAR ALLOWANCE:
£1,000 p.a.

ADDITIONAL 

RESPONSIBILITY

ALLOWANCE:
£2,000 p.a.
TOTAL SALARY:
£28,234 p.a. - £30,201 p.a.

DISCRETIONARY NON-
Earn up to £150 quarterly, subject to terms and conditions.

CONTRACTUAL 
(pro-rata for part-time)

ATTENDANCE BONUS:


HOURS:

37.5 per week.  

ANNUAL LEAVE:
27 days in a full year


28 days after 3 years service

SICK LEAVE:
Less than 1 year service Statutory Sick Pay 



Over 1 years service 4 weeks full sick pay and 4 weeks half sick pay 

Over 2 years service 5 weeks full sick pay and 5 weeks half sick pay


Over 3 years service 6 weeks full sick pay and 6 weeks half sick pay


Over 4 years service 7 weeks full sick pay and 7 weeks half sick pay 

Over 5 years service 8 weeks full sick pay and 8 weeks half sick pay


Over 6 years service 9 weeks full sick pay and 9 weeks half sick pay
Over 7 years service 10 weeks full sick pay and 10 weeks half sick pay

MATERNITY LEAVE:
After completing one year’s service: 



8 weeks full pay; 

 
10 weeks half pay (plus lower rate SMP);


21 weeks lower rate SMP; 


13 weeks additional maternity leave (unpaid)  

PENSION:
We operate a group personal pension scheme contributing up to 6% of salary.   

LIFE INSURANCE:
Three times annual salary.  

Your Terms and Conditions of Employment are a matter of determination 
by the Company and may be changed from time to time.
