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Job Description for care coordinator. 
WT healthcare limited was established in 2020, 
We are a small based company providing home care in the heart of Cardiff east, we have a team of 10 carers, this exciting role has become available for the position of care coordinator this role gives you an fantastic opportunity to join a family run growing care company and to grow within the sector to achieve your dreams and goals. This care coordinator role is a full-time role 9am – 5pm Monday to Friday. Within this role you will be work closely with clients, care assistants, and their families in a positive way to build strong working relationships.  
As a Care Coordinator you will provide the link between clients and the care assistants you will deal with queries from clients and their families regarding their care and support, this requires someone who can be understanding also sensitive to clients’ needs with a polite telephone mannerism.  
Care Coordinators must also be clear about the best way to work with care assistants to give them a clear understanding of their rotas, maintain a good quality of care to each client. You will also need to build good strong relationships with care assistants to be able to call on them if shifts need to be covered.  
As part of this role, you will be required to work on call as part of an emergency rota team this is required 1-2 evenings a week and one weekend a month.  
You will need a basic understanding of excel, Word, care planner, but full training will be given.  
· The role requires to maintain accurate up-to date documents and care records. 
· The role will be assessing the needs of new clients and ensuring the receive the appropriate care 
· In this role you will be in contact with social workers, District Nurses, Occupational Therapist. 
· Uk full clean Driving licence is essential in this role. 
· Adjusting staff Rotas and willing to pick up care calls if needed at short notice. 
· In this role you will carry out care assistants 3 monthly supervisions. 
· As part of the role, you will also be signed on to a level 5 QCF leadership and management after 6 months of being with the company. 
· This role is perfect for someone who wants to step into the world of social care and be part of a growing business. 
· Starting Salary (£ 25,000 - £ 30.000) per annual with experience. 
· Christmas bonus, milage paid, Paid Holidays 28 days a year. 
The closing date for this role is Thursday 26thMarch 2026.   
Starting Date will begin on the Monday 20th April 2026. 
Cover Letter 
Annette Smith
Email – 2512419@student.uwtsd.ac.uk
Phone number - 07737132203

Dear Mrs Leonard,
My name is Annette Smith. I am very interested in the position of care coordinator at WT Healthcare Limited. I have worked in the healthcare sector for the last 9 years. My first role was a care assistant at a domiciliary company called Co Care. My role was going out into the community providing personal care, meal preparation, prompting and giving medication, light housework and providing companionship. My next role was also in domiciliary care as a Team leader. This role involved using Excel and creating a training matrix, conducting risk assessments, covering sick leave by going into the community myself and also covering an on-call team.   
During this time, I built a strong working relationship with clients and their families, and I pride myself on providing a high quality of care.
I also built the trust and respect of the care assistants as this was a critical part of my role.
I would be very honoured to become a part of your team at WT Healthcare LTD and I think the role of Care Co Ordinator would be perfect for me to progress in my career in health care.
Thank you for taking the time and considering my application, I look forward to hearing from you.

Your Sincerely 
Annette Smith.




C.V.
Annette Smith
07737132203
2512419@student.uwtsd.ac.uk

Professional Summary

I am an enthusiastic, confident person who prides myself on an excellent standard of work. I have 9 years’ experience within the health care sector and have a good knowledge of Microsoft Word and Excel. I work well within a team, but I am also a confident lone worker who always gets the job done. I am passionate about my work and the standard at which I perform it.

Experience
Team Leader at Care at Home -07/2021 – current
My role includes
· Lead a team of 10
· Created risk assessments
· Performed risk assessments
· Held supervisions
· Covered the on-call rota
· Covered the minutes at meetings

Care Assistant at Co Care 02-2017 – 07/2021
My role included
· Care out in the community
· Giving and prompting medication
· Providing personal care
· Providing nutritious meals
· Assisting to wash and dress clients
· Conducted light housework
· Provided companionship
· Taking them out for the day




Skills
· Using Microsoft Word and Excel
· Full clean UK driving licence
· Clear Disclosure and Barring Service
· Care certificate Level 2 & 3
· 6 A-C grade GCSE
· Safeguarding Adults training
· Infection control training
· Mental Health awareness training
· Manual Handling training
· Fire Safety training
· First aid training
· Medication Training
· Food Hygiene 
· Good at communication
· Leading a team
· Conflict resolution
· Good at time management
· Works well under pressure





image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




