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TEAM LEADER JOB DESCRIPTION

	Salary:
	Starting salary £14 per hour; sleep over rate £50 per night

	Hours:
	To Be Confirmed.  Hours to be worked on a rota basis and will include evenings and weekends which means you will be required to work flexibly.

	Contract:
	Permanent

	Location:
	To Be Confirmed (depending on vacancy)

	Accountable To/ Line Manager:
	Registered Manager

	Main Contacts:
	Supported Individuals both internal and external
Families and Friends of Supported Individuals
All Ordinary Lifestyles employees

Trustees and Volunteers

Health and Social Care Professionals

Members of the Public




Main Purpose of Role:  

The main purpose of the job is to manage and work alongside a small team of staff, supporting individuals in their own home in the community. You will be responsible for day-to-day co-ordination of the service provided to the individuals living in the house, such that the support they receive reflects their personal needs and preferences.

Main Tasks:

1. Support of individuals:
· To offer practical support to individuals in their own home, to enable them to live as comfortably, safely, and as independently as possible
· To assist in planning, implementing and evaluating the service offered to each individual, involving the person themselves at all times, and respecting their wishes and preferences
· To provide individuals with opportunities to develop valued relationships.

· To encourage individuals to develop a range of valued activities outside their home, promoting real choice by giving them opportunities to try different options.
· To enable each individual to take growing control in all areas of their life, taking into account their individual level of experience, ability and understanding
· To work with the individual’s parents and family, so that their transition to increased independence runs as smoothly as possible
· To encourage each individual to take responsibility for all aspects of household maintenance and housework, or, if they are unable to do particular tasks themselves, to ensure that these are done to a high standard on their behalf
· To assist people to develop their skills to full potential
· To ensure high standards of physical care
· To ensure that medication is taken as prescribed, and to maintain the appropriate records
· To be responsible and accountable for keeping records of individuals’ finances
· To liaise appropriately with any other professionals or agencies from whom the individual receives support
· To advocate on behalf of the individual where appropriate, or to assist them to develop their own assertiveness and self-advocacy skills.
2. Responsibilities within the team:

· To ensure that effective communication is maintained
· To provide on-going direction, leadership and support to team members
· To organise regular Team Meetings and Job Consultations
· To assist in the induction process for new staff
· To write rotas which reflect the needs of the individuals you support, taking into account the personal commitments of staff
· To ensure that adequate staffing cover is maintained at all times, and to provide or arrange for emergency cover if necessary
· To ensure that regular health and safety checks are carried out according to policy
· To identify the training needs of staff, and assist with arrangements for them to undertake relevant training
· To take up opportunities for your own training and development, in consultation with others in the organisation
· To ensure that all medical, financial, health and safety and other written records are properly maintained.

3. General:
· To take up any opportunities you have, for raising awareness within the whole community, regarding disability rights and the positive contribution made by people with disabilities
· To work according to Ordinary Lifestyles’ principles and policies, in particular, to ensure that your work reflects the values contained in the Equality and Diversity Policy

· To support the Management Team in ensuring legislative requirements are met
· To contribute to the ongoing process of debate within the organisation, as we continue to evolve our policies and develop our services
· To work on a rota basis, including sleep-ins
· To undertake any other duties appropriate to this post, which may be required of you.
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TEAM LEADER PERSON SPECIFICATION
	SKILLS / KNOWLEDGE

	Essential Requirements:

· Understanding of Ordinary Lifestyles’ principles and person-centred values
· Skill in responding to people with learning disabilities as individuals, and providing whatever support they need in their everyday lives, according to their personal Support Plan
· Skill in creating opportunities for people to develop and grow according to their own wishes
· Skill in providing a high level of personal care
· Flexibility, to be able to react appropriately in a range of situations
· Good communication skills, both written and verbal
· Skill in maintaining accurate financial records
· Skill in liaising with other people and agencies involved in each individual's life
· Skill in working with individuals, to devise and review their personal Support Plans
· Skill in monitoring the service provided to each individual
· Skill in coordinating the work of the support team, including writing rota's, ensuring adequate staffing cover, and ensuring effective communication is maintained
· Skill in providing effective leadership and support to the members of the team

	EXPERIENCE:

	· Previous experience of working with people with learning difficulties, either in a paid or unpaid capacity, is essential.


	WORK RELATED CIRCUMSTANCES:

	· Availability to work shifts, including sleep-ins and willingness to work extra hours as and when required

· Ability to provide physical assistance to individuals using the service including lifting and moving as required.



The above requirements will be assessed by:
(a) application

(b) interview
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TEAM LEADER GUIDELINES
Team Leaders are First Line Managers and as such have responsibility for managing a small team of staff and ensuring a high quality service is delivered to the individual(s) they support. Responsibilities include:
Rota's:

· To write the rota and ensure that there is adequate cover at all times

· To ensure all members of the team are given their contacted hours to work

· To arrange cover for annual leave, sickness and training and to monitor this in the team.

Time Sheets:

· To ensure each member of the team completes a time sheet
· To check the time sheets for all members of the team and ensure that sickness and annual leave is accurately recorded
· To ensure that time sheets are sent to the office by the date required.
 
Back to work interviews:

To monitor sickness in the team and to conduct back to work interviews with staff after any time off sick to enable sickness to be monitored effectively and ensure staff are fit to return to work.  These can be conducted either face to face or by telephone.  A Back to Work interview form must be completed and sent to the office to be kept on file.
Finances:

· To monitor all money and financial records kept by the team
· To ensure that all finances are balanced and receipts checked on a monthly basis.
Health and Safety Checklist:

To ensure all checks on the Health and Safety Checklist are completed by the team and all concerns are reported to the appropriate person.

Support Plans:
To ensure the Support Plan is kept up to date and reviewed on an annual basis involving the individual and anyone else who is significant to them.

Risk Management Plan:
To ensure that the Risk Management Plan is kept up to date and reviewed on an annual basis.

Risk Assessments:
To complete and review risk assessments as necessary.

Team Meetings:

· To arrange regular team meetings every 4-6 weeks in 24 hour support services
· To inform the named Manager of the date of the team meeting
· To prepare for the meeting and give all members of the team an opportunity to contribute to the agenda
· To monitor the progress of the actions agreed in the team meeting.
Job Consultations/Appraisals:

To arrange job consultations and appraisals with the team, and inform the named Manager of when these are taking place.  Each member of the team must have a minimum of 3 job consultations and 1 appraisal in a year.  These must take place every 3 months and can be done more frequently if needed.  Please refer to the Job Consultation policy and the Appraisal policy.

Induction of new staff:
· To organise a period of induction for all new starters in the team.
· To ensure the Induction Checklist is completed with all new staff
· To ensure new staff attend all induction workshops provided by Ordinary Lifestyles.
Training:

· To monitor the training needs of the team and ensure that they attend all relevant training and all refresher training as required
· To organise cover on the rota so that members of the team can attend the required training.
Reviews/Reassessments:

To attend any reviews relating to the individual or delegate a competent member of the team to do this in your absence.
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