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Title 
Assistant Care Manager 

Department 
CFCS Access to Resources 

Post Ref. 
      

Job Purpose 
7KH�SRVW�KROGHU�ZLOO�DVVLVW�LQ�GHYHORSLQJ�DQG�LPSOHPHQWLQJ�WKH�SKLORVRSK\�RI�WKH�8QLW��FRQWULEXWH�WR�WKH�GHYHORSPHQW�RI�VHUYLFHV�IRU��
FKLOGUHQ�DQG�IDPLOLHV�DQG�SDUWLFLSDWH�LQ�UHYLHZLQJ�WKH�HIIHFWLYHQHVV��TXDOLW\�DQG�HTXDOLW\�RI�VHUYLFH�GHOLYHU\��
�
7KH�SRVW�KROGHU�ZLOO��DV�SDUW�RI�D�WHDP��DVVLVW�ZLWK�WKH�RYHUDOO�GHOLYHU\�RI�WKH�VDIH�FDUH�DQG�PDQDJHPHQW�RI�DOO�VWDII�DQG�UHVLGHQW�\RXQJ��
SHRSOH��LQFOXGLQJ�WKH�GD\�WR�GD\�DGPLQLVWUDWLRQ��RUJDQLVDWLRQ�DQG�PDQDJHPHQW�RI�WKH�8QLW��ZLWKLQ�WKH�VFRSH�RI�LWV�VHUYLFH�GHOLYHU\���
�
�

Key Responsibilities 
�
7R�DVVLVW�ZLWK�WKH�PDQDJHPHQW�RI�WKH�+RPH�WR�HQVXUH�WKDW�LW�
VDIHJXDUGV�DQG�SURPRWHV�WKH�ZHOO�EHLQJ�RI�FKLOGUHQ�DQG��
\RXQJ�SHRSOH�DQG�HQDEOHV�WKHP�WR�UHDFK�WKHLU���
GHYHORSPHQWDO�SRWHQWLDO��
�
7R�HQVXUH�WKDW�VHUYLFHV�DUH�SURYLGHG�HIILFLHQWO\�DQG�HIIHFWLYHO\�ZLWKLQ�
'HSDUWPHQWDO�SROLF\�DQG�SURFHGXUHV�DQG�VWDWXWRU\�UHTXLUHPHQWV��
�
7R�HQVXUH�WKDW�PDQDJHUV�DUH�LQIRUPHG�RI�VLJQLILFDQW�PDWWHUV�DULVLQJ�LQ�
FRQQHFWLRQ�ZLWK�WKH�UXQQLQJ�RI�WKH�+RPH��LVVXHV�RI�2)67('�
FRPSOLDQFH�DQG�RU�WKH�\RXQJ�SHRSOH��
�
7R�UHSUHVHQW�WKH�+RPH�ZLWKLQ�DQG�RXWVLGH�WKH�'HSDUWPHQW�DQG�WR�
SDUWLFLSDWH�LQ�PDQDJHPHQW�SURFHVVHV�DQG�RWKHU�IRUXPV��
7R�HQVXUH�WKH�+RPH�PDLQWDLQV�VWDQGDUGV�UHTXLUHG�XQGHU�VHFWLRQ�������
RI�&DUH�6WDQGDUGV�$FW������DQG�LV�2)67('�FRPSOLDQW��
�
7R�PDLQWDLQ�D�FXUUHQW�NQRZOHGJH�RI�OHJLVODWLRQ��SUDFWLFH�LVVXHV�DQG�
GHYHORSPHQWV�ORFDOO\�DQG�QDWLRQDOO\�LQ�WKH�SRVW�KROGHU¶V�ILHOG�RI�ZRUN��
DQG�NHHS�RWKHUV�LQIRUPHG��
�
�

Key Accountabilities 
�
0DQDJHV�VWDII�DQG�UHVRXUFHV�DQG�XVHV�FXVWRPHU�IHHGEDFN�DQG�
FRPSODLQWV�WR�DFKLHYH�H[FHOOHQW�FXVWRPHU�VHUYLFH��
�
6HWV�D�SHUVRQDOO\�KLJK�VWDQGDUG�RI�FXVWRPHU�VHUYLFH�DV�DQ�
H[DPSOH�WR�VWDII��
�
7DNHV�SURPSW�DFWLRQ�WR�PDLQWDLQ�UHTXLUHG�OHYHOV�RI�FXVWRPHU�
VHUYLFH��
�

(QVXUHV�WKDW�VWDII�DQG�UHVRXUFHV�DUH�GHSOR\HG�DV�HIILFLHQWO\�DQG�
HIIHFWLYHO\�DV�SRVVLEOH�LQ�OLQH�ZLWK�SULRULWLHV�DQG�WDNLQJ�FRUUHFWLYH�
DFWLRQ�ZKHUH�DSSURSULDWH���
�
+DV�D�VRXQG�XQGHUVWDQGLQJ�RI�HIIHFWLYH�EXGJHW�PDQDJHPHQW�
WHFKQLTXHV�DQG�FDQ�XVH�WKHVH�ZKHUH�UHTXLUHG��
�
(QFRXUDJHV�VWDII�WR�GHYHORS�LGHDV�IRU�LQFUHDVLQJ�HIILFLHQF\��
6HWV�D�SRVLWLYH�H[DPSOH�E\�GHSOR\LQJ�UHVRXUFHV�HIILFLHQWO\��
�
0RWLYDWHV�DQG�GHYHORSV�WKH�WHDP�WR�EH�DPELWLRXV�LQ�DFKLHYLQJ�WKH�
KLJKHVW�SRVVLEOH�SHUIRUPDQFH�DQG�VHUYLFH�OHYHOV�LQ�OLQH�ZLWK�WKH�
VHUYLFH�SODQ��
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�
7R�DFW�DV�DQ�DGYRFDWH�IRU�WKH�FKLOGUHQ�DQG�\RXQJ�SHRSOH��
�
7R�DVVLVW�ZLWK�WKH�PDQDJHPHQW�RI�WKH�+RPHV�EXGJHW��
�
7R�SDUWLFLSDWH�LQ�WKH�RQ�FDOO�GXW\�V\VWHP���
�
7R�SURYLGH�PDQDJHULDO�DVVLVWDQFH�WR�RWKHU�5HVLGHQWLDO�&KLOG�&DUH�
+RPHV�IRU�SUHVFULEHG�SHULRGV�RI�WLPH�DV�QHFHVVDU\�DQG�UHTXLUHG��
�
7R�DVVLVW�ZLWK�WKH�PDQDJHPHQW�RI�D�UDQJH�RI�SHUVRQQHO�SURFHVVHV�
LQFOXGLQJ�DWWHQGDQFH�PDQDJHPHQW��DQQXDO�OHDYH�DQG�URWDV��
�
7R�HQVXUH�FDUH�LV�SURYLGHG�ZLWKLQ�DQ�HQYLURQPHQW�WKDW�SRVLWLYHO\�
LQWHJUDWHV�UDFH��FXOWXUH�JHQGHU��GLVDELOLW\�DQG�VH[XDO�RULHQWDWLRQ��
�
7R�DVVLVW�ZLWK�WKH�LGHQWLILFDWLRQ�RI�FDUH�PDQDJHPHQW�WDVNV��
�
7R�FRPPXQLFDWH�HIIHFWLYHO\��YHUEDOO\��LQ�ZULWWHQ�IRUP�DQG�JLYH�
SUHVHQWDWLRQV��
7R�HVWDEOLVK�HIIHFWLYH�UHODWLRQVKLSV�ZLWK�QHLJKERXUV�RI�WKH�+RPH�DQG�
WKH�ZLGHU�FRPPXQLW\�
�
7R�KDYH�NQRZOHGJH�DQG�DSSOLFDWLRQ�RI�UHOHYDQW�+HDOWK�DQG�6DIHW\�
/HJLVODWLRQ��
�
7R�KDYH�D�ZRUNLQJ�NQRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�FKLOG�
GHYHORSPHQW��
�
7R�GHYHORS�HIIHFWLYH�VWUDWHJLHV�IRU�PDQDJLQJ�FKDOOHQJLQJ�EHKDYLRXU��
�
7R�QHJRWLDWH��LPSOHPHQW�DQG�PRQLWRU�FKLOG�FDUH�SODQQLQJ��
�
7R�IDFLOLWDWH�HIIHFWLYH�FRPPXQLFDWH�ZLWK�FKLOGUHQ��\RXQJ�SHRSOH�DQG�
WKHLU�IDPLOLHV��
�
7R�KDYH�D�ZRUNLQJ�NQRZOHGJH�RI�FKLOG�SURWHFWLRQ�SURFHGXUHV�DQG�RI�
VDIH�FDUH�LVVXHV�LQ�D�UHVLGHQWLDO�VHWWLQJ��

�
(QVXUHV�SHUVRQDO�EHKDYLRXU�UHIOHFWV�WKH�KLJKHVW�VWDQGDUGV�IRU�WKH�
VHUYLFH��
�
6HWV�GLUHFWLRQ�IRU�WKH�WHDP��OLVWHQLQJ�WR�YLHZV�DQG�DFWLQJ�RQ�
VXJJHVWLRQV�IRU�LPSURYHPHQW����
�
%XLOGV�SRVLWLYH�UHODWLRQVKLSV�ZLWK�FXVWRPHUV��VWDII�DQG�FROOHDJXHV�
WKURXJK�GLVFXVVLRQ�DQG�QHJRWLDWLRQ��
�
(QVXUHV�WKDW�XQGHUVWDQGLQJ�LV�VKDUHG�DFURVV�WKH�WHDP��HVSHFLDOO\�
UHVROYLQJ�DPELJXLW\��
�
(VWDEOLVKHV�DQ�RSHQ�DQG�WUDQVSDUHQW�FRPPXQLFDWLRQ�FXOWXUH�
ZLWKLQ�WKH�WHDP��
�
*XLGHV�DQG�VXSSRUWV�VWDII�WR�SRUWUD\�D�SURIHVVLRQDO�LPDJH��
�
7KLQNV�DKHDG�WR�DQWLFLSDWH�RSSRUWXQLWLHV�DQG�LVVXHV��
�
(QFRXUDJHV�VWDII�WR�VXJJHVW�ZD\V�WR�LPSURYH�VHUYLFHV�DQG�DFWV�
RQ�WKHVH�VXJJHVWLRQV��
�
0DLQWDLQV�SURIHVVLRQDO�FRPSHWHQFH�DQG�NQRZOHGJH�RI�
GHYHORSPHQWV�LQ�WKHLU�DUHD�RI�SUDFWLFH�DQG�ZLWKLQ�WKH�&RXQFLO��
:RUNV�SURDFWLYHO\�ZLWK�VWDII�WR�LPSOHPHQW�FKDQJH��
�
6HWV�FRQVLVWHQW�DQG�FKDOOHQJLQJ�WHDP�WDUJHWV�LQ�OLQH�ZLWK�VHUYLFH�
SODQV��
�
6WHHUV�WKH�WHDP�WRZDUGV�NH\�RXWFRPHV�DQG�PRQLWRUV�SURJUHVV��
�
6HWV�KLJK�VWDQGDUGV�IRU�TXDOLW\��PHHWLQJ�FRPPLWPHQWV�PDGH�DQG�
ILQLVKLQJ�ZRUN�WR�D�KLJK�VWDQGDUG��
�
0RQLWRUV�VWDII�SHUIRUPDQFH�DQG�WDNHV�WLPHO\�DFWLRQ�WR�DGGUHVV�
SHUIRUPDQFH�LVVXHV��
�
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�
7R�UHFRJQLVH�VWUHVV�LQ�VHOI�DQG�RWKHUV�DQG�GHYLVH�DSSURSULDWH�
VWUDWHJLHV�WR�GHDO�ZLWK�LW��
�
7R�EH�FRPPLWWHG�WR�WKH�SKLORVRSK\�DQG�HWKRV�RI�JURXS�OLYLQJ��
�
7R�XQGHUWDNH�DQ\�RWKHU�GXWLHV�ZKLFK�PD\�EH�UHDVRQDEO\�UHJDUGHG�DV�
ZLWKLQ�WKH�QDWXUH�RI�WKH�GXWLHV�DQG�UHVSRQVLELOLWLHV�JUDGH�RI�WKH�SRVW�DV�
GHILQHG��VXEMHFW�WR�WKH�SURYLVR�WKDW�QRUPDOO\�DQ\�FKDQJHV�RI�D�
SHUPDQHQW�QDWXUH�VKDOO�EH�LQFRUSRUDWHG�LQWR�WKH�-RE�'HVFULSWLRQ�LQ�
VSHFLILF�WHUPV��

�
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�
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�

�
6HWV�SHUVRQDO�GHYHORSPHQW�SODQV�WR�VXSSRUW�LQGLYLGXDO�DQG�WHDP�
SHUIRUPDQFH�DQG�VHUYLFH�GHOLYHU\��
�
(QVXUHV�WKDW�DOO�FXVWRPHUV�DQG�VWDII�DUH�WUHDWHG�ZLWK�UHVSHFW�DQG�
FRQVLGHUDWLRQ���
�
(QVXUHV�WKDW�FRUSRUDWH�VWDQGDUGV�DQG�SROLFLHV�DUH�LPSOHPHQWHG�
DQG�PHW��
��
5HVSRQGV�TXLFNO\�DQG�DSSURSULDWHO\�WR�DQ\�FRQFHUQV�DURXQG�IDLU�
WUHDWPHQW�KRZHYHU�DQG�ZKHUHYHU�WKH\�DULVH��
�
&KDOOHQJHV�LQDSSURSULDWH�EHKDYLRXU�SURIHVVLRQDOO\��
�
,GHQWLILHV��DVVHVVHV�DQG�PDQDJHV�ULVNV�LQ�RUGHU�WR�PLQLPLVH�WKH�
LPSDFW�RQ�VHUYLFH�GHOLYHU\��
��
5HSRUWV�WR�WKH�5HJLVWHUHG�0DQDJHU�DQ\�ULVNV�LVVXHV�DULVLQJ�IURP�
WKH�RSHUDWLQJ�HQYLURQPHQW�RXWVLGH�RI�WKHLU�FRQWURO��
�
6WULYHV�WR�PDLQWDLQ�D�KHDOWK\�DQG�VDIH�HQYLURQPHQW�IRU�FXVWRPHUV�
DQG�VWDII���
�
6HWV�D�SHUVRQDO�H[DPSOH�WR�VWDII�RI�VDIH�DQG�HIIHFWLYH�ZRUNLQJ�
SUDFWLFHV��
�
�
�

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�
�
�
�
�
�
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�
�
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�

Person Specification 
�

Education and Knowledge 
�
��� 0XVW�EH�DEOH�WR�HYLGHQFH�UHJXODU�WUDLQLQJ�H[SHULHQFHV��

�
��� 0XVW�EH�TXDOLILHG�DW�194�OHYHO����&&<3�RU�+	6&��SOXV���

�
��� <HDU¶V�SRVW�TXDOLI\LQJ�H[SHULHQFH��

�
��� 0XVW�EH�DEOH�WR�GHPRQVWUDWH�H[FHOOHQW�YHUEDO�DQG�ZULWWHQ�VNLOOV��

�
��� 0XVW�SRVVHVV�WKH�DELOLW\�WR�PDNH�LQIRUPHG�GHFLVLRQV�DQG�RIIHU�
D�FOHDU�XQDPELJXRXV�OHDG��

�
��� 0XVW�KDYH�D�JUDVS�RI�UHOHYDQW�OHJLVODWLRQ�WR�WKLV�VHUYLFH�DUHD��

�
��� 0XVW� KDYH� D� FOHDU� XQGHUVWDQGLQJ� DQG� NQRZOHGJH� RI�
VDIHJXDUGLQJ�SROLFLHV�DQG�SURFHGXUHV��SDUWLFXODUO\�LQ�UHODWLRQ�WR�
0LVVLQJ�DQG�&6(��

�
��� 0XVW�EH�DEOH�WR�ZRUN�DV�SDUW�RI�D�WHDP���ERWK�PDQDJHPHQW�	�
VWDII��DQG�RQ�\RXU�RZQ�LQLWLDWLYH��

�

Personal skills and general competencies 
 
��� 0XVW�SRVVHVV�DQ�DELOLW\�WR�UHFRJQLVH�VWUHVV�LQ�VHOI�DQG�RWKHUV�
DQG�GHYLVH�DSSURSULDWH�VWUDWHJLHV�WR�GHDO�ZLWK�WKLV��

�
��� 0XVW�EH�DEOH�WR�SURYLGH�RYHUVLJKW�DQG�PLFUR�H[DPLQDWLRQV�RI�
V\VWHPV�DQG�UHSRUWLQJ��

�
��� 6KDUH�H[SHULHQFHV�ZLWK�WKH�SXUSRVH�RI�UDLVLQJ�VWDQGDUGV�RI�
SUDFWLFH���UHIOHFWLYH�SUDFWLWLRQHU����

�
��� 0XVW�KDYH�WKH�H[SHULHQFH�WR�EH�DEOH�WR�SUHGLFW��LGHQWLI\�DQG�
SODQ�LQ�UHODWLRQ�WR�ULVN�PDQDJHPHQW����

�
��� 0XVW� EH� DQ� HIIHFWLYH� FRPPXQLFDWRU� ZLWK� FKLOGUHQ�� \RXQJ�

SHRSOH��DQG�WKHLU�IDPLOLHV�DQG�ZLWK�RWKHU�VWDNHKROGHUV��
�
��� 0XVW�KDYH�D�FRPPLWPHQW�WR�WKH�HWKRV�DQG�SKLORVRSK\�RI�WKH�
KRPH��

�
��� 0XVW�KDYH�D�FRPPLWPHQW�WR�HTXDOLW\�SROLFLHV��

�
��� 0XVW�EH�DEOH�WR�UREXVWO\�VXSSRUW�WKH�5HJLVWHUHG�0DQDJHU�DQG�
GHSXWLVH�LQ�WKHLU�DEVHQFH��

�
��� 0XVW�SUHVHQW�DV�D�VWDEOH�DQG�FRQVLVWHQW�DGXOW�UROH�PRGHO�IRU�
FKLOGUHQ��\RXQJ�SHRSOH�DQG�IDPLOLHV��

�
�
����0XVW�EH�DEOH�WR�FRPPLW�WR�D�YDULHG�URWD�SDWWHUQ�WR�LQFOXGH�
ZRUNLQJ�VKLIWV��XQVRFLDEOH�KRXUV�DQG�EHLQJ�RQ�FDOO�WR���VPDOO�
VSHFLDOLVW�KRPHV��

Experience 
��� 0XVW� KDYH� D� PLQLPXP� RI� �� \HDUV� UHVLGHQWLDO� FKLOG� FDUH�

H[SHULHQFH��
�
��� 0XVW� KDYH� H[SHULHQFH� RI� ZRUNLQJ� ZLWK� DQG� PDQDJLQJ�
FKDOOHQJLQJ�EHKDYLRXU��

�
��� 0XVW� EH� DEOH� WR� GHPRQVWUDWH� H[SHULHQFH� RI� ZRUNLQJ� LQ�
FROODERUDWLRQ�ZLWK�RWKHU�GLVFLSOLQHV�DQG�DJHQFLHV��

�
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��� 0XVW�KDYH�H[SHULHQFH�RI�GHOLYHULQJ�IRUPDO�VXSHUYLVLRQ��
�
��� 0XVW�SRVVHVV�H[SHULHQFH�RI�ZRUNLQJ�ZLWK�FKLOGUHQ�WKDW�HQJDJH�
LQ�DQG�SUHVHQW�ZLWK�ULVN�EHKDYLRXUV�

�
��� 0XVW� KDYH� H[SHULHQFH� RI� LGHQWLI\LQJ� GHYHORSPHQWDO� QHHGV� RI�
VWDII��

�

�
 

�
�
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