SEFTON COUNCIL – PEOPLE DIRECTORATE

Adult Social Care Department

JOB DESCRIPTION

	Post:
	Integrated Community Equipment Stores Manager

	Post Number:
	16696
	Gauge Reference:
	

	Team:
	Community Equipment Stores

	Location:
	Aintree Retail Park

	Grade:
	J


	Responsible to:
	Service Manager of Occupational Therapy Children’s and Adults teams/ Community Equipment Stores.

	Responsible for:
	Store Supervisor, Logistics Co-ordinator, Adaptations and Customer Service Co-Ordinator Deputy ICES Manager


JOB PURPOSE

The Community Equipment Service (C.E.S.) provides an effective, efficient equipment loan service to disabled people of all ages, including children, to develop their full potential and to maintain their health and independence.  This service operates on a responsive, 24 hour/7 days a week basis.  The ICES Manager post has three key areas of focus:

~ Delivery of the day-to-day management of the Community Equipment Service (C.E.S.), encompassing the Social Care and Health provision, external stakeholders and the voluntary sector, within agreed budgets and in accordance with the policies, procedures and practices of the Council, to ensure the smooth running of the service at all times.

~ Overall responsibility for the key decision-making in relation to resource allocation, service delivery and all day-to-day operational matters, adhering to the Performance Management framework within the Directorate.

~ Support for the Commissioners of the Service in the strategic development of the Community Equipment Service.

MAIN DUTIES

A. MANAGERIAL

1. Manage the day-to-day operation of the C.E.S. (41 posts), ensuring that resources are used to optimum efficiency including the allocation of work and provision of services.  

2. Ensure that all staff, and particularly those accountable to the post holder, have a clear understanding of their roles and responsibilities and required performance standards.
3. Take direct responsibility for the management of the Deputy and Supervising team and ensure that all the staff within the C.E.S. are managed in line with Council policies, procedures and practices.  

4. Take the lead role on all HR issues within the C.E.S., and advise on and implement all Council HR policies and procedures, including those for sickness absence management, annual/special leave, supervision, training, disciplinary and grievance.

5. Manage the recruitment and resourcing of the Community Equipment Service, including preparing recruitment paperwork.  Advise the Commissioners of resource shortfalls and recommend improved methods of working where appropriate to ensure service continuity.

6. Ensure that team and individual team member’s performance are actively managed and that continuous improvement is demonstrated.  This will include regular monitoring and evaluation of staff performance, whilst promoting the highest possible standards of professional practice and conduct.  

7. Manage all stock procurement under Section 75 terms & conditions within agreed budgets for the C.E.S. and authorise all orders/invoices up to the value of £10k.  (Current budget figures: £597k for Adult Social Care and £628k for the NHS).

8. Ensure adequate stock control procedures are instigated and operated in an efficient manner to fulfil all audit and financial requirements.

9. Oversee the logistics, resourcing and co-ordination of the collection and delivery of community equipment, including provision for Out-of-Hours and emergency services.

10. Manage all stock, service user and financial records along with any associated databases, within agreed budgets and according to the policies, procedures and practices of the Council.

11. Manage all allocated budgetary and financial systems in line with the Departmental Financial Regulations and Accounting Instructions 

12. Ensure that all matters relating to the building’s maintenance and supplies are processed correctly in line with the Departmental policies, procedures and practices  

13. Undertake periodic reviews and checks to ensure contract compliance, and report as required to Sefton Community Equipment Steering Group to address any problems.

14. Keep the eligibility criteria for the service under review, to ensure they are fully integrated and in line with government guidance, advising the Commissioners on changes and improvements.

15. Ensure invoices are processed in a timely manner, and in accordance with the Standing Financial Orders of the host organisation and its partners.

16. Be aware of advancements in service operations and technology with regard to national policies and performance management, to ensure that potential service improvements can be highlighted and implemented at the earliest opportunity.
B. LEADERSHIP

17. Work with the Service Commissioners in preparing and maintaining a commissioning strategy, with recommendations and full costings for negotiation leading to agreement with partners.  

18. Develop the CES in line with recommended guidelines / standards of practice and ensure that professional objectives for the team are maintained, reviewed and evaluated in the light of changing and available resources, and implement an action plan in conjunction with the Strategic Service Manager.
19. Work with colleagues in Adult Social Care and Health to achieve an integrated service in line with government guidance, proposing policy changes and operational developments as necessary.

20. Maintain and promote a positive approach to service users/carers and their needs, and ensure that services provided reflect this approach.

21. Take a lead role in the Operations and Procurement Advisory Group, ensuring its aims and objectives are met.

22. Take a lead role in the development of I.T. systems to meet service requirements, and provide high-quality data to partner organisations.

23. Work with Health Care Standards and Medical Devices leads in partner organisations to ensure compliance in all aspects of the service.

C. HEALTH & SAFETY / RISK MANAGEMENT

24. Coordinate all information in relation to adverse incidents with equipment, and liaise as appropriate with partners in commissioning organisations, Health and Safety and Risk Management units. 
25. Report adverse equipment incidents to the MHRA or designated officer as appropriate.

26. Co-ordinate all Medical Device Alerts and implement action plans as required. 

27. Ensure compliance with Health and Safety and infection control legislation, guidance and procedures.  Ensure that hazards are identified and the appropriate action is taken to maintain a safe environment.  

28. Ensure the security of the service and its assets – stock, vehicles and building – and respond to any security issues as required

D. TRAINING AND EDUCATION

29. Organise and deliver training within the I.C.E.S. area as required to support the Health Care Standards guidance and manufacturers’ recommendations for equipment.

30. Ensure that all training needs of staff within the C.E.S. are met.

31. Take an active role in the in-service training programme, demonstrating a commitment to continuous professional development and the promotion of reflective practice.

E. RESEARCH / AUDIT.

32. Participate in, and support research activity within the service as required.

33. Assist in the development of policies and procedures within the service as necessary, and interpret national/local guidelines and implement them to meet local needs.

34. Support the monitoring of local, Health and Adult Social Care key performance indicators relevant to the service area, and produce regular reports as required.
35. Collate and report local performance indicators.  Monitor and control performance-related deadlines and targets in line with the performance management framework, providing interpretation and dissemination of legislation, policies, procedures, guidelines and standards of practice throughout the team.  

36. Identify areas of service development and key performance indicators in conjunction with the Strategic Service Manager and take a lead in implementing these, ensuring this contributes to the strategic policy developments within the Directorate.
37. Develop team plans and business plans, in conjunction with Commissioners to ensure identified areas of service development are built into the service’s day-to-day operation.
F. COMMUNICATION

38. Communicate regularly and effectively with Service Manager to ensure they are kept informed of all C.E.S. issues.  

39. Ensure service user involvement in the monitoring of existing I.C.E.S. arrangements, and in future service developments within service review groups.

40. Ensure and facilitate feedback on the service to its users through the appropriate communication channels.

41. Establish customer care practices and ensure consistency and compliance, responding to any issues as they arise.  Investigate and respond to any customer complaints.

42. Establish, support and maintain open channels of communication with other professionals, statutory, voluntary and independent sector agencies to ensure that the best possible service is provided.
G. OTHER

43. Represent the C.E.S. at meetings and forums, including the Learning and Development Forum, Health and Safety group and contract review meetings.  (This list is not exhaustive). 

44. Maintain a general understanding of the flexibility offered within the Health Act 1999 and C.Q.C. Quality Indicators, and their implications for the establishment and operation of pooled budgets.

45. Ensure that client information data is lawfully gathered, accurate, up to date and only divulged in accordance with GDPR and the local government common law duty of confidentiality.  Failure to apply these duties can lead to the individual or the Department facing court proceedings.

GENERAL

This job description is a representative document.  Other reasonable similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All employees are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture.


SEE SEPARATE STRUCTURE CHART AND PERSON SPECIFICATION DOCUMENTS.

	Date:
	October 2019

	Name:
	Peter McMahon

	Designation:
	Operations Manager Sefton CES
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