

JOB DESCRIPTION

Job Title:  Home First Coordinator
Responsible to: Registered Manager – Home First Support Service (HFSS)
Main Purpose of the Job

To work directly with older people in their homes, undertake review’s and assessments as well as supporting a team of Home First Officers
To act as a point of contact in the absence of the Registered Manager

Knowledge & Experience 

The post holder requires a good general education along with an understanding of the personal care and social needs of clients. Knowledge of the wider health and social care environment would be an advantage including the needs of older people on discharge from hospital.
An understanding of service user assessment and review and the completion of individual service delivery plans is essential. 
The post requires as a minimum of a Diploma level 3 in Health & Social Care (Qualification Credit Framework) along with a commitment to undertaking further learning to support practice and development needs such as the “Step up to Management” programme offered through the Social Care Workforce Development Programme at Cardiff Council.
The post holder will also need to be computer literate and competent in several software packages such as Office 365 as well as having experience of operating and inputting data into organisational databases.
The post holder will support and contribute with the move to an agile working model whereby referrals and other information is shared electronically.

Communications & Relationships 

The post holder has a responsibility for both internal and external communications having daily contact with clients and their families/carers, the HFSS Service Manager, administrative team and Home First Officers (HFOs), Age Connects colleagues, health and social care professionals and other organisations or agencies.

The ability to build good working relationships is a crucial aspect of the role as is the ability to gain clients trust quickly so that individual needs can be met during the short-term intervention offered by the Service. The post holder will undertake a range of social care tasks for clients along with the provision of emotional support and personal care which will require gaining the cooperation of others and communicating with people who may be vulnerable, in ill health and possibly distressed. This will involve encouraging clients to accept services and make informed decisions. 
The post holder will at times oversee and receive referrals to the Service, exchanging information with health and social care professionals and the staff team frequently throughout the working day on the planned discharges of patients.
Referrals are allocated to HFOs either face to face or by telephone. The information passed on to the HFOs forms the foundation for their risk management, lone working and relates to the health & safety of all. 

The post holder will be responsible for inputting data into the organisational database, Charity Log, and accurately processing referrals and clients records which are fundamental to efficient service delivery. 
Co-ordination 

The post holder is responsible for planning and organising their own working day and the work of others. They will have to apportion their time to undertake the dual function of the role which will include prioritising needs and where necessary adjusting plans to accommodate the changing needs of service users as well as service requirements.

At times, the post holder will be required to support the administration function which will involve receiving referrals and prioritising visits on a daily and weekly basis. 
The post holder must constantly assess demand against capacity and react accordingly. This may involve re-prioritising referrals, advising staff of cancelled calls or changing priorities and informing the Registered Manager of the need for additional staff to meet changing service needs.

The post holder will undertake assessments and reviews for the Carers Sitting Service and ensure service delivery plans are completed for those clients receiving personal care.
The post holder will be responsible for contributing to the monitoring and evaluating of the work of the HFSS, including compiling statistics, seeking clients views as well as assisting staff to compile case studies as requested by the Registered Manager.
Policy & Service Development 

The post holder works within clearly defined working practices and organisational policy and procedure. 
There is an opportunity to contribute to suggested changes in working practice for own work area through supervision and team meetings. The post holder needs to flexible and pilot new service developments.

Finance & physical resources 

The post holder has a personal duty of care in relation to equipment and resources used in carrying out the role.
The post holder is responsible for the safe transportation of money given as donations and handling client’s money for shopping and paying bills.

Whilst there are no budgetary responsibilities within the role an awareness of how expenditure contributes to budget position within the team, e.g. fuel cost effectiveness, is important.
The post holder is responsible for authorising staff expenses in the absence of the Service Manager.

All staff are expected to become involved in promoting the organisation and supporting fundraising activities and events. These funds are vital to the Charity delivering against their charitable objectives.
Supervision 
The HFFS Coordinator is responsible for supervising the day to day activity of the HFO team as directed by the Registered Manager, carry out spot checks, and accompanying HFOs on home visits where and when appropriate.

They need to ensure that staff work in accordance with Age Connects policies and procedures and codes of practice.
The post holder is also responsible for supporting new colleagues by assisting with a mentoring and buddy system, and is required to act as a role model to staff team, assist with staff induction, team meetings and promote ongoing training and development of the team. 
The post holder should make frequent and effective use of their personal supervision and to make use of training opportunities as appropriate.

Independent Action 

The post holder will be expected to work independently and on their own initiative but with in clearly defined organisational policies and procedures. This includes the assessment of needs, to determine the nature and level of intervention required, and taking appropriate action on behalf of clients including making referrals to other agencies. The post holder will need to work in accordance with the Wales Policy and Procedures for the Protection of Vulnerable Adults from Abuse.
The post holder must also undertake risk assessments to ensure personal safety.
The post holder must use their initiative when dealing with changing priorities and emergency situations that may arise during their work and the work of others.
The post holder is responsible to the Registered Manager and works within the National Minimum Standards for the Domiciliary Care Agencies (Wales) Regulations 2004.

Other Duties

Post holders are responsible for ensuring that all work is consistent with the policy, procedures and direction of Age Connects Cardiff & the Vale. Post holders may be required to undertake any other duties that may be appropriate and allocated from time to time following discussion. 

In addition, co-operation is required in order to achieve a healthy and safe workplace, and post holders have a responsibility to do everything they can to prevent injury to themselves and their fellow employees and others affected by their actions or omissions at work.

Signed by Job Holder____________________________ Date_____________

Signed by Line Manager__________________________ Date_____________
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