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Visualise Scotland - Job Description

Job title: 		Team Leader
Salary: 		£27,500 per annum
Hours:			37.5 hours per week
Annual Leave: 	30 days (inclusive of public holidays)
Accountable to: 	Service Manager
Responsible For:      Senior Support Workers & Support Workers 

Main Purpose of Post:
· To manage  a small team of senior support workers and build their capacity to effectively manage support workers across your services. 
· To ensure an outcomes-focused, needs-led service for adults with disabilities that exceeds the expectations of all stakeholders. 
· To drive the strategic vision of the service and create a culture of continuous improvement. 
· To ensure that services for which you  are responsible (at least two) meet all organisational, regulatory and legislative requirements and quality standards. 
· To ensure that support staff receive line management of the highest quality, including monthly supervisons.
Workplace Values:
You are expected to operate within and promote the Visualise workplace values, which are that our approach should always be:
· Personalised 
· Inclusive 
· Integrated 
· Caring 
· Professional
Key responsibilities:
Quality and Standards
· Manage and oversee at least two Visualise services (from our housing support, day services, and care at home), ensuring that high standards are achieved and maintained. Additionally, you will be responsible for  overseeing other services to cover annual leave or sickness.
· Ensure that all internal and external monitoring systems and reports are adhered to and completed, with key quality standards maintained.
· Audit in-service records including risk assessments, personal care plans, health and safety checks to make sure all records are up-to-date.
· Implement all relevant policies and procedures within the services you are responsible for, ensuring effectiveness and compliance across the staff team.
· Monitor and report on health and safety (including, but not limited to, accidents and incidents and medication errors), flagging any concerns to the Service Manager.
· Manage the f budget for your services, ensuring that appropriate financial controls, monitoring and that organisational policy are complied with, operating on a ‘best value’ principle.
· Ensure that necessary risk assessments are in place and acted upon.
· Be aware of the main principles of the Health & Social Care Standards and the SSSC Code of Conduct, and ensure that they are reflected within your own practice and the practice of the staff in your services.
· Assist with visits from regulatory bodies (i.e. Care Inspectorate).

People Management
· Provide leadership, direction and effective management to all relevant staff, creating a work environment that is compatible with Visualise’s ethos, values and policies.
· Ensure that all staff within your services provide high-quality support, meeting quality standards and agreed objectives, including those relating to training, induction and shadowing.
· Line Manage the Senior Support Workers for your services, ensuring their professional development and the high quality of their work through formal and informal supervision.
· Maintain oversight of the staff rotas and work with the Senior Support Workers to ensure appropriate staffing levels, making sure that all shifts are covered, that an even skill-mix is maintained and that staff take their annual leave. 
· Manage the Key Worker system, ensuring that that support staff are enabled to deliver high-quality support.
· Empower and motivate all staff in your team to share their ideas and skills, build their knowledge of the people we support and enhance their communication skills.
· Identify training needs for your teams and team members, ensuring that all staff complete mandatory training and where relevant, deliver service-specific training yourself.
· Assist with the recruitment process, reviewing applications and carrying out Support Worker interviews.
· Conduct annual appraisals for senior  support workers in your services, helping them to maximise their professional development and set and achieve objectives.
· Carry out investigations as directed by the Service Manager or CEO, following the relevant policy (Disciplinary, Grievance or Complaint), chairing investigation meetings and where appropriate, disciplinary meetings.
· Manage staff probationary periods and where necessary, performance manage staff in line with Visualise Capability policies.
· Hold welfare meetings with staff on long-term absences, working to ensure a successful return to work.


Service Development

· Contribute to organisational strategy, especially elements relating to service improvement, outreach and ensuring the longevity of the organisation.
· Contribute to ongoing service development in line with organisational objectives and priorities, with a focus on quality and continuous improvement, with a proactive approach to good practice.
· Develop a strategy for your own services, to enable them to reach agreed goals and quality standards within a clear timeframe, contributing to the improvement of the organisation through successful team management.
· Develop and review policies, processes and procedures as appropriate ensuring effective service user and stakeholder participation and involvement
· Ensure the participation of people who use Visualise services and, where appropriate, their parents or guardians, in all aspects of service delivery.
· Participate in organisational outreach, building relationships with potential users of our services and their families and relevant external stakeholders and in doing so play a role in ensuring the service meets agreed occupancy/capacity rates
· Contribute to the organisation’s good financial management, especially in regards to services and the finances of the people we support.
· Assist in the development of the organisation’s annual budget.


Communication

· Effectively maintain positive relationships with a range of internal and external stakeholders (e.g. service users, guardians and commissioners) and raise awareness of Visualise.
· Attend and contribute effectively to management meetings and other meetings as requested.
· Chair team meetings, delegating tasks and motivating teams to achieve organisational goals.
· To receive feedback from staff and to convey this to other members of the management team where appropriate.
· Attend internal and external meeting with appropriate stakeholders including medical teams, local authorities, housing associations, parents and guardians.
· Write and distribute relevant reports both internally and externally.
· As part of the on-call rotas, assist in dealing with urgent staff queries and ensure shift cover, escalating issues as required


Learning & Development:

· Keep abreast of developments in the field and undertake and facilitate relevant learning and development as required.
· Complete the required mandatory and individually specific training within agreed timescales.
· Be accountable for your own actions and personal and professional development.
· Use own initiative to manage workload and priorities and meet deadlines.

Other:
· Carry out any other duties appropriate to the position as required and/ or at the discretion of the Services Manager
· To act as Registered Manager for the service if required
· To deputise for the Service Manager as required
· To contribute to the wider work of the organisation
· To cover shifts when required
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