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JOB DESCRIPTION

Job Title:



Team Leader 

Reports to:
           


Service Manager
Direct Reports:
Recovery Workers and Positive Engagement Workers 
Indirect Reporting to:

Head of Service
Location:



London (Croydon) 
(Travel to Central Office & other Project locations)

SALARY:



Salary: £25,750.00 /year
JOB PURPOSE

The aim of the service is to provide accommodation-based step-down (High/Medium/Low/Floating) support to people referred by designated referral agencies that will allow them address their complex support needs and prepare for independent living. 

We seek to support people being supported to recovery and independence in the least restrictive setting and work with our partners to prevent delayed discharge of care (DToC) and avoidable admissions. The service provides a rehabilitation programme of care with a multidisciplinary team skills mix; support is be available for people transitioning through the high, medium to low tiered services into independent accommodation.

Our cohort will be people being case managed by the forensic team including women, young people transitioning (18-25yr) from youth offending services (YOT), working age adults will a long history of engagement with forensic services, and Learning disabilities. 

The service will provide support to 45 plus people between the cohorts described above who may or may not be engaging with services and therefore present a high risk to themselves or others. The service will be flexible and responsive to the multiple needs of service users including: 

· People with diagnosed and undiagnosed mental health problems

· People with diagnosed and undiagnosed personality disorders Women

· Young people – 18-25 years old

· People with Learning disability / behaviour that challenges  

· People with very chaotic lifestyles, including those displaying anti-social behaviour 

· People at risk of serious offending

· People with substance misuse issues who may or may not be engaging with substance misuse services

ACCOUNTABILITIES:

· Staff development and performance 
· Comply with any required standards or procedures as detailed in the Organisation’s ISO9001 QMS
· Achievement of KPI targets and Personal objectives
KEY AREAS OF RESPONSIBILITIES:

Development of the Project / Community Relationships

· To assist the Service Manager in the development of the Service, ensuring best practice and innovative services are available to service users. 

· To work in close conjunction with the other agencies to improve the services and opportunities for service users

· To promote the Service through participation in inter-agency forums and attendance at other functions as directed by the Service Manager.

· To foster and sustain good relationships with the local community, partner agencies, and relevant external organisations. 

Staff Management
· Deputise for the Service Manager when required.

· Provide line management supervision to designated team, as agreed with the Service Manager.

· Ensure that all allocated staff have appropriate personal development plans, and are appropriately supported to deliver these plans.

· To ensure that absenteeism is maintained, on or below, the agreed levels for the service, ensuring that appropriate support and action is taken to achieve this.

· To ensure that high standards of professional performance are maintained by staff working in the service at all times through adherence to the policy and procedural framework/processes
· To ensure that disciplinaries and grievances are effectively managed, including the undertaking of investigations, and the conducting of disciplinary interviews as directed by the Service Manager.

· To participate and contribute to the development of an annual plan for the Service which reflects the objectives set by the management board

Operational Management

· To ensure that regular staff meetings take place and are fully recorded.

· To ensure that service users and office records are accurately maintained on a timely basis.

· To ensure that adequate staff is on duty at all times that appropriate staff rotas have been prepared and that arrangements are in place for the use of agency/bank workers as a last resort.
· To assist HR in the maintenance and development (via recommendation/ referrals) of a pool of agency workers, to provide cover as a last resort when permanent staff are absent.
· In conjunction with all staff ensure that Penrose’s Quality Management System is adhered to and maintained at the Service.

· To ensure that all of the Penrose Policies and Procedures are fully understood by staff, and being adhered to within the Service.
Service Practice

· To assist in the development and maintenance of policies, procedures and interventions to enable the provision of high quality services which benefit the service users and the performance of the Service
· To ensure that all Service Users have an allocated Recovery Support Worker and that Recovery Plans and Risk Assessments are in place for all service users and are monitored quarterly as minimum. 
· To ensure that professional awareness of best practice and service innovation is maintained and shared with all Service staff.

· To encourage Service User involvement and initiatives within the Service as well as within the wider organisational level initiatives and services

· Ensure absolute adherence to Penrose Confidentiality Policy and all other associated policies and procedures

Financial management and Administration
· To assist the Service Manager in his/her responsibility for the scheme’s budget and help account for any variances
· Support the Service Manager in the production of an annual budget for the Project.

· Help promote effective cost control mechanisms, and encourage all staff to take responsibility for achieving financial savings where possible.
· Assist in providing on time reporting and submission of information to Central Office functions, such as training record updates, performance statistics for KPI monitoring and Quality & Performance for commissioners, payroll etc…,

· Actively support the Service Manager in ensuring all Penrose policies and procedures are appropriately understood, followed and implemented at the Project

· Generate and submit reports as requested by the Service Manager

Health & Safety and Environment

· Promote and encourage best practice in Health & Safety and Environmental issues
· Take responsibility for the personal safety of all people working and/ or visiting the service especially in response to emergency / evacuation situations

· Ensure all the organisations rules/policies regarding Health, Safety and the Environment are strictly adhered to and that safe working practices are adopted at all times and risk assessments are both carried out and followed

· Assist/or be responsible for reporting any incidents/accidents occurring at the Service to the appropriate Service Manager, HR and the competent Health & Safety person. To conduct initial investigations into the incident/accident and provide appropriate report
· Ensure all RIDDOR incidents are reported in a timely fashion

· Ensure COSHH and Risk assessments records are maintained and available for reference and use

· Assist in the review the Service’s continuity plan and up date Service Manager on any significant changes/risks

Equal Opportunities

· Ensure consistent and effective implementation of Penrose’s Equal Opportunities & Diversity policy and procedures

· Ensure staff are trained and understand Penrose’s Equal Opportunities & Diversity policy and procedures

· Positively promote an environment within Penrose which respects and values the diversity of both staff and service users.

Other Responsibilities and Duties as Required

· Other responsibilities than those described above may be required to be undertaken from time to time and will be expected to be performed to as long as it is within the capability and level of the position.

Please note that this job description is subject to change (following consultation) depending on the needs of the organisation
Person Specification

Team Leader Manager

	Qualifications and Experience
	Rating
	Tested by

	1 
	Appropriate professional qualification:

NVQ / Diploma level 4 in Health & Social Care / Mental health or professional equivalent. In addition a management qualification would be advantageous
	ESSENTIAL

DESIRABLE
	Application Form

	2 
	Good demonstrable staff management experience
	ESSENTIAL
	Application Form

	3 
	Direct experience of working in supporting services
	ESSENTIAL
	Application Form

	4 
	Experience of working with ethnically diverse groups of service users
	DESIRABLE
	Application Form

	5 
	Experience of providing commercial viable services and interventions to target client groups
	ESSENTIAL
	App. Form & interview

	Knowledge
	Rating
	Tested by

	6
	An understanding of the needs of vulnerable individuals who may also have housing needs, a mental health issue, issues with offending, substance misuse problems or other individual needs such as learning difficulties, physical health issues, domestic violence for example
	ESSENTIAL
	App. Form & interview

	7
	Knowledge and practical application of key legislation – Housing and Social Care, Equality and Diversity, Mental Health, Criminal Justice, and H&S 
	ESSENTIAL
	App. Form, Test & interview

	8
	Knowledge of welfare benefits and the rights of service users
	ESSENTIAL
	App. Form, Test & interview

	9
	Good understanding of staff supervision, appraisal and development
	ESSENTIAL
	App. Form &Test

	10
	Experience of successful management of voids rental income and budgets/KPI’s
	ESSENTIAL
	App. Form, Test & interview

	11
	Understanding of support providers relationships  with Commissioners and RSL’s
	DESIRABLE
	App. Form, Test & interview

	Skills and abilities
	Rating
	Tested by

	12
	Able to influence and form relationships with service users, team members and external agencies.
	ESSENTIAL
	App. Form & interview

	13
	Ability to assess information quickly and make sound judgements
	ESSENTIAL
	Interview

	14
	Sensitive of both staff and service users strengths and weakness so as to achieve positive outcomes 
	ESSENTIAL
	App. Form & interview

	15
	An effective communicator –oral and written
	ESSENTIAL
	App. Form & interview

	16
	Good planning and organisational skills and able assist in organising workload of others
	ESSENTIAL
	App. Form & interview

	17
	Ability to pay attention to detail to ensure the maintenance of accurate records and reports 
	ESSENTIAL
	App. Form & interview

	18
	Excellent PC’s skills
	ESSENTIAL
	App. Form & interview


Competences

Team Leader
	Competency
	Definition
	Level

	Oral communication
	Strong communication skills and the ability to adapt communication technique and approach according to situation.
	Level C - Communicates effectively in all situations and environments and supports others to effectively express themselves

	Written communication
	Expresses ideas clearly in a well structured manner, using correct grammar and appropriate terminology. Uses a variety of media.
	Level B - Writes documents independently. Ensures they are appropriate for purpose and audience and can be clearly understood

	Sensitivity
	Shows awareness of the diversity of those they work with and for and is aware of their own influence both. Recognises the impact of own behaviour on others.
	Level C - Give others feedback on the effectiveness with which they respond to differences in needs and feelings and raises the issue sensitively when considering the skills of team members.

	Coaching and motivating
	Directing and guiding others in the performance of their tasks. Strong leadership skills and abilities. Establishing a spirit of working together to set and achieve goals.
	Level B - Independently takes the initiative to provide direction, support and feedback, motivating another to takes the agreed steps.

	Planning and organising
	Utilisation of good planning skills to deliver results. Stipulating clearly the time and resources needed to achieve the results
	Level B - Develops and implements plans with others taking into account other priorities and resources to deliver the desired outcome.

	Teamworking/ working with others
	Contribute actively on issues/solutions even when the issue is not the responsibility of the individual.
	Level B - Initiates teamwork with others, consulting them, taking the initiative to share knowledge, information and ideas and actively investigate where s/he can be of use. Prevents and resolves conflict as appropriate.

	Results Orientation
	Actively focused on achieving results and objectives.
	Level B - Manages priorities to achieve agreed outcomes and takes timely action to ensure no delays
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