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	Units Manager / Deputy Head of Care

	Division / Function: Schools
	Reports To : Head of Care

	Why
	Job Summary:
· Ensure that pupils / students are receiving the highest standards of professional support experiencing life opportunities helping to promote growth and independence as identified in care / education plans
· Support the Head of Care / Registered Manager in the management of the service

	What
	Principle Accountabilities
· To undertake managerial duties in line with NAS and other relevant standards of quality. 

· To participate as a Senior Manager in the overall planning of the service and accept delegated responsibility for the implantation of identified and agreed plans.

· Lead in the recruitment and selection process of staff when required.

· Ensure the maintenance of sound administrative practice of the service by maintaining full and comprehensive records for all pupils as required.
· Ensure that duty rota and timetables are completed and that adequate cover is available at all times.
· Participate in the admissions process and carry out home visits
· Support positive and meaningful outcomes for pupils to achieve outcomes in line with their care plans.

· To ensure professional, empathetic, and informative relationships with families, carers, advocates, professionals and other parts of the NAS are maintained.

· Lead and motivate a staff team to work enthusiastically towards identifying and supporting the needs of people with autism.
· Have responsibility for the performance management of staff

· Keep abreast of legislative changes

· Ensure risk assessments are carried out, and ensure an awareness of fire, health and safety
· Accept delegated budgetary responsibility for designated services.
· Job Descriptions only reflect 80% of a role, and are not an exhaustive list of duties. You are expected to carry out other activities that are within the scope of the role.

	How
	Competencies
	Strands
	Level (Level expected when the job is conducted to the required standard.) 

	
	Organisation – Business Management
	Managing Resources
	4
	Manages resources to achieve objectives

	
	
	Customer Service
	4
	Considers a wide variety of options and works with customers / stakeholders to identify the most suitable/valuable.

	
	
	Operating Level
	4
	Operates at the immediate level and has input into department objectives.

Understands what the NAS delivers.

	
	Organisation – Change Management
	Organisational Development
	4
	Collates data to contribute to organisational development.

	
	
	Continuous Improvement
	3
	Is proactive in developing new ideas to improve the team.

Challenges the status quo.

	
	
	Flexibility & Openness
	2
	Encourages experimentation as well as the generation of new and varies ideas.

	
	
	Delivering Quality
	2
	Ensures quality systems are implemented and make proposals based upon evaluated results.

	
	Self – 

Personal Drive
	Development
	2
	Ensures own developments plans and activities contribute to organisation success

	
	
	Attitude
	2
	Perseveres, is capable of taking knocks and coping with pressure
Inspires others

	
	
	Commitment
	2
	Possesses a high degree of energy / enthusiasm
Goes the extra mile

	
	Self – 

Professional Approach
	Professional Education
	5
	Has professional qualification in field and applies theories

	
	
	Technical Experience
	3
	Possess a high level of professional expertise and knowledge and is able to place it in  context

	
	
	Organisational Values
	2
	Promotes and recognises others who demonstrate the organisational values

	
	Tasks – 

Planning
	Time to Impact
	2
	Tends to be up to 6 months plus.

	
	
	Objective Setting
	3
	Sets quarterly and monthly targets and objectives.
Provides guidance on setting objectives.

	
	
	Development of Plans
	3
	Monitors, evaluates and revises plans.

Plans the use of resources

	
	Tasks – 

Problem Solving
	Approach
	3
	Logically evaluates alternative approach to determine solutions, and makes decisions considering wider implications.

	
	
	Using Information
	3
	Applies a systematic/logical approach taking in to account information from a variety of sources.

	
	
	Degree
	4
	Up to 10% of problems tend not to have been seen before.

	
	Tasks – 

Decision Making
	Team Decisions
	3
	Takes responsibility within a team for making decisions and moving things forward.

	
	
	Individual Decisions
	2
	Makes decisions that have a significant business impact based upon information from internal and external sources.

	
	
	Making decisions under pressure
	3
	Makes wider decisions under pressure.

	
	Tasks – Getting things done
	Delivering Results
	3
	Manages and delivers permanent solutions.

	
	
	Prioritising
	4
	Re-prioritises own and others’ activities to achieve deadlines.

	
	
	Approach
	3
	Is reliable and consistent in achieving targets.

Organises contributors to reach goals and milestones.

	
	People – 

Working with others
	Equal Opportunities
	3
	Actively integrates cultures and ensures equal opportunities.

	
	
	Dealing with Conflict
	1
	Creates an environment which promotes teamwork, involvement and co-operation.

	
	
	Team Work
	3
	Creates a good team spirit and encourages others to do so.

	
	People – Influencing Others
	Scope
	3
	Influences at all levels within a function.

	
	
	Approach
	3
	Conducts negotiations and gaining acceptance for complex proposals.

May use a coaching / advisory style to persuade.

	
	People – Communication
	About the NAS
	3
	Speaks positively about autism, the NAS, its people and services in formal situations.

	
	
	Method
	4
	Is clear, concise and confident when communicating informally both orally and in writing Works to create communication channels, ensuring two- way communication.

	
	
	Approach
	3
	Works to create communication channels, ensuring two- way communication.

	
	People – 

Leading
	Ensures Delivery
	3
	Empowers others with ownership in order to achieve business objectives

	
	
	Team management
	3
	Takes the lead and manages team to ensure delivery.

Sets clear goals.

Connects with team members and is an accessible leader

	
	
	Team development
	3
	Constructs and develops teams to be effective and fosters the development of others
Enables and encourages all to achieve all they can

	
	
	Management skills
	3
	Managerial experience is built upon broad understanding of business principles

	Context
	Interfaces
	

	
	Internal
· Accreditation

· Area Manager / Principal
· Managers / Deputy Principals
· Senior Practitioners

· Practitioners

· Trainee Practitioners

· Admin Staff
	External

· Professionals

· Parents/Carers

· Community


	
	Environment

	Work: Adult Service

Travel: Occasional

Hours: Undertake on call duties and sleep ins when required

	
	Scope
	Financial 
People 
Resources

	
	Education, Certification & Experience 
	· 3 years experience of working in a caring environment.
· NVQ level 4 in care (or working towards)

	
	
	

	Position
	Tier :
	Point :

	
	Date Established :
	Date Reviewed :

	
	
	

	
	
	


