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[bookmark: _Toc]INTRODUCTION
The purpose of this body of knowledge is to provide a comprehensive analysis of my long career as a human resources professional, focusing on the key learning experiences and professional advancements I have made. Over my decades working in health and social care, I have enriched my career in roles ranging from operational management to strategic leadership at a number of renowned organisations. This review is not only a reflective document, but also a critical analysis of my professional development, the difficulties I encountered, and the practical knowledge I gained while applying these problems in the real world. I started my career as a support worker and have since held management and leadership roles in a number of companies including Trust Care Ltd, RUNWOOD HOMES and Derbyshire County Council. The unique challenges and learning opportunities that each position brings have enhanced my management, leadership and innovation skills in the healthcare industry (Anderson et al., 2019). My role involves a wide range of tasks including leading preparation, risk assessment, animal welfare and safety compliance, Council staffing and providing the Proof of Value framework. These sessions were not only critical in improving my management skills, but also expanded my understanding of the functional requirements and management systems of running a nursing practice.
This study analyzes specific situations in which I tested my skills and dynamic cycles, taking into account critical successes and failures along my journey as a professional. My responsibilities included key tasks such as evaluating health programs, disease control, monitoring health and safety consistency, and supervising dynamic teams across all departments. In addition, my management has demonstrated the ability to create an atmosphere focused on the well-being and safety of customers while ensuring quality service. The basic look and feel of the document aims to break down these encounters and create meaningful illustrations and experiences (Campos and Kim, 2020). In addition, my academic efforts in the context of a doctorate on organisational aspects of professional practice and professional preparation were necessary to consolidate my functional commitment to adopted information and thus improve my initiative and my management approach. This combination of functional and hypothetical knowledge provides me with the most advanced tools and techniques to address today's healthcare challenges.
By documenting these meetings, this audit will also take into account my consistent commitment and deep understanding of the smooth running of the event and show how each inspiring success and everyday challenge has enriched my portfolio of expertise (Evans et al., 2020). Through an in-depth analysis of the tasks I oversee and the methods I use, this study will examine the broader impact of my work on the complex purpose and presence of the people we serve. Ultimately, this educational inquiry aims to demonstrate the dynamic and evolving nature of power in friendly government. This will provide me with a fascinating experience of executive judgment and the importance of flexibility and continuous learning in the pursuit of excellence in healthcare (Sadeghi and Richards, 2021). Through this SMART cycle, I hope to highlight future positions in my profession and look for opportunities to use the information and encounters I gather to further improve the nursing character and functional skills in this field.
[bookmark: _Toc1]PROFESSIONAL BACKGROUND
My career in human services administration and healthcare has been characterised by continuous advancement into a variety of roles, each of which has contributed in its own way to my continued development as a capable and competent leader in the field. I started my career at the entry level, working directly with clients as a Senior Outreach Specialist in St. Louis. Michael's Gathering Aid and Care, where I help government clients promote local connections and meet their daily healthcare needs. This work provides a basis for understanding the direct impact of care and the importance of discrimination when considering individual planning and communication with healthcare professionals (Foster, Shattell, and Hall, 2019).
I worked as a Department Manager at Derby City Council, moving from a direct service role to a more strategic role. I expanded my range of services not only to customer service, but also to managing the entire department, checking compliance with administrative guidelines and the appropriateness of the functions of the administrative department. This work was critical to developing my skills in mission, board appointments, and program performance measurement consistent with the Social Security Administration's broader goals. My career continued at RUNWOOD HOMES and later as a department manager at Trust Care Ltd. These positions require extensive knowledge of operations management, risk assessment, and strategic planning and analysis. My responsibilities have expanded to include refining the go-to-market strategy, implementing the Value Affirmation Framework and directly managing HR responsibilities across multiple departments. Each position should have an effective approach to implementing the initiative - ensuring that all functional management departments achieve common actions and goals and meet standards across a range of nursing and management competencies (Zhou et al., 2019).
My leadership responsibilities in every role include strict adherence to animal welfare and safety guidelines, particularly those of the Quality Assurance Committee (CQC). Key achievements during these stays include: conducting health plan reviews, contamination control, and leading implementation of health and safety assumptions. Additionally, my job developed the fundamental dynamics of recruiting, meeting management and ensuring ongoing employee training and development to maintain the specific requirements of care and functional effectiveness. Throughout my career, I have been deeply committed to developing strategies to improve the nature and functionality of care. The training programs I run not only improve employee skills but also create a proactive work environment that enables continuous improvement. I always strive to find a balance between strategic oversight and operational management to ensure customer needs and business objectives are effectively met. Through my extensive knowledge of various administrative positions in healthcare, I have gained a deep understanding of the difficulties and open doors of regulatory bodies dealing with health and social issues. My work in these roles demonstrates a commitment to scale, ethical initiative, and a strong commitment to improving individual caregiver satisfaction while navigating the complex administrative structures that oversee health studies.
[bookmark: _Toc2]KEY LEARNING AREAS
[bookmark: _Toc3]Strategic Management and Leadership
Strategic management and leadership have shaped my professional responsibilities throughout my career in health and human services management. The meetings I held here were characterised by a series of important decisions and power impulses that fundamentally shaped the accountability and leadership of the various associations in which I worked (Suebsing and Nuangchalerm, 2021). An important part of my primary administrative role is planning complex business and functional projects that will lead to the overall management of my chosen health service agency. During my time at Trust Care Ltd. For example, I played a key role in developing and implementing a specific, proven strategy to improve the quality of governance and expand our stewardship contribution. This smart approach includes supporting workforce development, modernising the workforce and coordinating cutting-edge healthcare improvements that are critical to staying afloat in a rapidly changing healthcare environment (Widodo and Allamnakhrah, 2020).
A special opportunity for meaningful dynamics with significant mission impact is the renewal of the Patient Engagement Covenant and the launch of the upcoming RUNWOOD HOMES Quality Assurance Framework. I recognised the gap between calm consideration and happiness and developed a system to improve the consideration shifting model. This is comprehensive, tiered employee training that implements a thorough review process and creates a continuous feedback loop between employees and management. These improvements have further improved care outcomes and radically improved staff confidence and compliance with health and safety guidelines. In addition, my administration has played a key role in analysing associations in times of major change (e.g. administrative changes) or taking into account external difficulties (e.g. general welfare issues). I led the team at Derbyshire County Council during the transition to new national health and care standards, which required an overhaul of our compliance arrangements and operating procedures. My ability to effectively communicate these changes, monitor partner assumptions, and ensure a smooth process is critical to pursuing consistency and governance (Fairman et al., 2023).
Another important part of my primary government is the Select Committee. For example, at RUNWOOD HOMES I dealt with a base case involving large-scale and widespread contamination. My decision to immediately enhance disease control measures, train employees in new health protocols and closely monitor what is happening will help quickly stop the outbreak and limit its impact on our customers and employees. This demonstrates emergency management and highlights the importance of strong risk management techniques. In addition, I remain focused on the professional development of my team and am aware that representative participation is crucial to achieving hierarchical goals. This stems from my desire to send the Centre's Director a performance improvement plan with the goal of building a group of future pioneers capable of uniquely addressing the complexities of healthcare. Overall, my strategic management and leadership experience in various situations demonstrates my ability to develop and implement effective strategies, lead teams in challenging situations, and make decisions that significantly improve operational efficiency and quality of care. These courses not only strengthened my basic thinking and management skills, but also further strengthened my responsibility to create an atmosphere conducive to continuous improvement and excellence in healthcare (Murad et al., 2022).
[bookmark: _Toc4]Important independent directions and their implications
I undertook a comprehensive assessment process for Trust Care Ltd and Runwood Homes, starting with a comprehensive review and continuous improvement work, focusing on key areas such as medication management, care planning and contamination control. These fundamental decisions ensure that I comply with health and safety principles and enable me to truly identify and reduce my gambling behavior. My active participation in monthly administrative inspections, including health and safety standards, demonstrates my commitment to the principles of high focus and functional scale. My work with Derbyshire Chamber of Commerce and Methodist Homes was instrumental in the development and implementation of the quality assurance framework. I played a key role in developing and validating a quality assurance framework that aligned functional management to the model and objectives. These efforts help further facilitate development assistance and ensure compliance with administrative requirements, which is a testament to my ability to successfully raise functional standards (Bojanek et al., 2021).
Recognising the importance of talented, dynamic people, I focused on a comprehensive preparation and recruiting program, supplemented by routine testing and counselling. The most important decision I made was that department heads and nursing staff should take part in specialised skills training, such as: B. organisational prescription and promotion of respect, which directly impacted the type of care provided and improved functional productivity. My proactive approach to risk assessment, particularly at Runwood Homes, is to review monthly reports to identify and recommend actions to reduce opportunities. This demonstrates my strong ability to anticipate potential difficulties and respond proactively. My commitment to continually improving passenger safety is further exemplified by my efforts to continuously improve passenger safety and my segment design research in the areas of accident book management and segment design (Bojanek et al., 2021).
During my time at Derby City Gathering, I played a key role in overseeing the estate, effectively using spending plans and staffing to further improve the quality of administration within the social and community care regulations. My ability to identify problems and take creative precautions is critical to maintaining functional compliance and consistency. In addition, I attended the meeting for the aid and protection of St. John. Michaela chose the core option to promote local contacts and build strong relationships with professionals such as social workers and GPs. This improves the atmosphere for consultation and publicises help, encouraging better local connections and support.

[bookmark: _Toc5]Benefit From Important Decisions
My fundamental energy in every position has had a decisive influence on shaping my professional career. Every decision, whether it is cohesion, staffing, leadership or local engagement, is based on a deep understanding of functional requirements and a core vision that supports unique areas of wellbeing and social considerations. My ability to evaluate gambling, implement accurate policies, and continually improve not only enhances the functionality of the offices I oversee, but also ensures a high level of focus on the government's clients. These meetings opened my eyes to the importance of targeted anticipation, adequate preparation and the ability to adapt to changing conditions for health services and social assistance. These skills are critical to any pioneer seeking success in healthcare and provide important examples that all individuals considered critical selectors can have a significant impact on functional performance and drug delivery (Hanson et al., 2020).
[bookmark: _Toc6]Safety Regulations
A key element of my work as a welfare and social manager is ensuring the well-being of customers and employees, i.e. the management of competencies and compliance with welfare and safety principles (O'Connor et al., 2021). My approach to addressing wellness and safety integrity issues is thorough, proactive, and constantly evolving to address the unique challenges of the healthcare environment. This approach has proven helpful in meeting and often exceeding my office's administrative policies (Hanson et al., 2020).

[bookmark: _Toc7]Method evaluation and opportunity assessment
My techniques begin with targeted inspections and risk assessments necessary to identify expected threats before they result in an incident. At Trust Care Ltd and Runwood Homes I undertake a thorough vetting process where I carefully examine and assess issues such as medication effectiveness, care planning and disease control. These checks are conducted consistently and expanded to include unlimited checks to ensure progressive consistency and timely resolution of any issues that arise (Daniels et al., 2021).

[bookmark: _Toc8]Employee training and development
Because consistency is closely related to employee behaviour and their understanding of wellness and safety practices, I work to my advantage in preparation and operations. This includes initial briefings as well as standard refresher training and follow-up courses to ensure all colleagues are familiar with the latest health and safety policies and procedures. By providing employees with information and skills, such as proper medication management and emergency response methods, I improve the company's overall well-being in the office (Batalden et al., 2020).

[bookmark: _Toc9]Committed to innovation
To further support our alignment efforts, I leverage innovation through the implementation of electronic health records and computerised control frameworks. These devices provide continuous information and control to help you monitor the consistency of your measurements and identify patterns that may indicate areas of convergence. For example, healthcare organisations' advanced protocols reduce errors and further improve accountability, while electronic incident reporting frameworks ensure rapid action and investigation of healthcare issues (Gill et al., 2021).

[bookmark: _Toc10]Coordinate efforts and communications
Effective communication channels are important to keep up with animal welfare and safety guidelines. I maintain an open atmosphere where employees feel comfortable disclosing safety issues and suggesting improvements (Gill et al., 2021). Regular meetings with employees at all levels, as well as studies and courses, place well-being and safety at the forefront of everyone's responsibility and require shared responsibility to maintain consistency. Health service guidelines are updated from time to time and it is essential to keep up with these changes. I work with the governance and industrial relations authorities to ensure that any regulatory developments in our operational measures and approaches are coordinated without delay. This proactive approach to managing consistency helps stay abreast of guidelines and positions our practice as a leader in health care consistency and safety (Hanson et al., 2020).

[bookmark: _Toc11]Quality assurance framework
My commitment to quality assurance was demonstrated by pivoting and implementing a tailored quality assurance framework guided by internal standards and external guidelines. The framework is designed to continually review and evaluate the adequacy of our health and safety practices and ensure that they meet expected guidance and are put into practice across all areas of the business. Despite precautionary measures, incidents can occur. My approach is to proactively address these issues within management. This framework ensures that all incidents are fully investigated and findings are fed back into our health and safety protocols to prevent such incidents from occurring again in the future. This model of continuous improvement is crucial to maintaining a protected climate (Mohammadi, 2023).

[bookmark: _Toc12]Involvement of local regions
Finally, I work effectively with local and diverse partners, including senior client groups and nearby health professionals, to ensure our wellbeing and safety research is simple and accountable. This engagement also provides important critiques that help further refine our coherence techniques. All in all, my approach to maintaining well-being and safety is multi-faceted and closely linked to the functional structure of the office I create. By focusing on method inspections, ongoing workforce preparation, machine adjustments, proactive regulatory compliance and a welcoming appearance, I ensure our consistency measures are compelling and create an environment that does not cause potential harm to all involved, innovative and useful. Event. This comprehensive process addresses management needs and promotes a culture of safety that is critical to the quality of care (Page et al., 2020).

[bookmark: _Toc13]Client Management and Engagement
Improved customer care and engagement is at the heart of my methodology in the areas of executive wellbeing and social considerations, with the aim of not only providing the highest quality of care, but also ensuring that customers feel valued, understood and given their attention awaken effectively. Procedure (Bojanek et al., 2021). My approach and approach to increasing customer loyalty is based on personal attention, clear correspondence and continuous improvement based on customer criticism.

[bookmark: _Toc14]Tailored Care and Relationship Building
One of my primary practices is developing individualised care concepts tailored to each client's individual needs and tendencies. This includes detailed assessments and meetings with clients and their families to ensure the care plan is medically sound and consistent with the client's characteristics and lifestyle. Building strong relationships through reliable care engagements increases trust and comfort, allowing clients to feel comfortable in their safety and involved in their care. The basis of customer loyalty is correspondence with managers (Mohammadi, 2023). I ensure that all staff are online literate and specialised in meeting the diverse needs of customers, including those with intellectual or language barriers. Standard meetings with clients and their families provide an opportunity to discuss the care plan, collect criticism, and make necessary changes. This open communication ensures directness and creates a collaborative atmosphere where customers feel like they have a voice. Additionally, innovation coordination plays a key role in improving customer service and accounts payable (Murad et al., 2022). 
Advanced facilities such as medical records allow clients and families to access clinical records, care plans and direct lines of communication with healthcare providers from home. This openness further increases engagement while giving customers the ability to control data about their health and care decisions. Despite these technologies, challenges for customers and management are inevitable. A common problem is that clients have difficulty following certain consideration plans or clinical instructions, often due to fear, misunderstanding, or social comparison (Murad et al., 2022). To address this issue, I develop targeted educational programs to provide clients and families with clear, open data about illnesses and medications to reduce feelings of fear and misunderstanding. Another test tested the hypothesis that two clients and their families might have different views about care needs or treatment options. To identify these issues, I attend intercessory prayer meetings where I invite all members of the community to share their interests and passions. These conversations can help you align your goals and develop a shared approach to your care.

[bookmark: _Toc15]Results and Continuous Improvement
The results of these engagement methods are continually verified by reviewing client outcomes and the nature of care interventions. The input data collected from these facilities is examined to isolate areas in need of development. I ensure management meets client needs by quickly addressing client and family concerns and making significant changes consistent with the care plan and functional approach. In summary, improving client engagement and care in wellness and social environments requires a comprehensive approach that includes personal care planning, real-world communication and the use of innovation when necessary (Dahri et al., 2023). Through education, mediation and constant criticism to resolve difficulties, I strive to work on the essence of care and ensure that clients become dynamic members of their healthcare enterprise, resulting in better health outcomes and greater satisfaction (Sadeghi and Richards, 2021).
[bookmark: _Toc16]PROFESSIONAL DEVELOPMENT
In the board's unique areas of wellness and social concerns, it is critical to make outstanding progress through ongoing preparation and training. The suitability of my ongoing teaching commitments, such as the Doctorate of Professional Practice (DProf) and various accreditations closely linked to my professional career, expands my opportunities and ensures I stay up to date with the latest industry guidelines and creative practice.
Earning a Doctorate in Professional Practice was particularly important as it allowed me to directly apply research to the functional difficulties I observed in the workplace. The program is not only scientific, but is intended to overcome all barriers between hypothetical information and rational application. This allows me to conduct internal and external research on accreditation issues, support evidence-based insights, and implement practices that continually improve client outcomes and functional effectiveness. This postgraduate training enables me to oversee complex social care frameworks and social aspects, particularly across regions, such as: improving access, quality assurance and compliance with changing health guidelines (Dahri et al., 2023). Whether I have a PhD or not, various certifications are important, such as Level 8 endorsement in Foundation Management and Power and NVQ Level 7 endorsement in Mental Health and Social Care. These certifications allow me to stay abreast of the latest administrative speculations and systems of power and to examine the complexities of administrative welfare and social concerns. They gave me strong navigation and critical thinking systems and improved my ability to lead diverse teams and effectively oversee large tasks. Through my professional training and experience in various management positions, I have acquired many new skills and abilities, which form the basis of my prosperity and profitability in this field. Critical preparation and crisis management are among the key skills I have improved. Meetings with professionals and experts allowed me to anticipate expected difficulties and proactively take preventative measures to ensure that the maintenance and development of the office becomes easy (Rolandson and Ross-Hekkel, 2022).
[bookmark: _Toc17]CONCLUSION
A high degree of personal initiative is also of central importance. Showing others how to do it, convincing teams, and fostering a culture of continuous improvement are all skills I developed through rehearsals and functional meetings. These skills are critical to keeping up with high levels of staff engagement and ensuring reliable adherence to care guidelines. My management goes beyond day-to-day management; it's about getting my team to embrace change and progress to better communicate ideas. Critical thinking and progress are other skills that I have improved over time. The area of well-being and social concerns is a single problem that requires intelligent solutions. My training gave me the scientific tools to examine problems from different perspectives and develop imaginative and productive solutions. Whether it's evolving the patient intake process or streamlining administrative tasks, my ability to move into new areas needs to improve tremendously to help delegate responsibilities. Additionally, the important skills I have developed through my expert experience include the ability to communicate effectively and build relationships. These skills are crucial when dealing with groups, customers and partners. They ensure that all meetings are educational, engaging and focused on the association's shared goals. Additionally, my ability to organise and mediate confrontations has improved, making interactions smoother and the group element stronger. In conclusion, progressive development through education and preparation is crucial to remain relevant and visible in the rapidly evolving field of social welfare and social issues. My rigorous exams and continued study expanded my knowledge base and gave me essential skills in basic preparation, management, critical thinking and communication. These skills play a key role in improving the efficiency of the function, developing customer service and managing the community to achieve excellence in all areas of social care and social issues.
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Curriculum Vitae                                                                                             07578846383
shupieuk@yahoo.co.uk	· Worksop, UK
Top-performing and solution-driven social services professional with 10+ years of experience in administering and facilitating client and health and safety regulation. Proven track record in supporting adult and families by maintaining significant knowledge and skills in adult health care programs and child welfare services. Demonstrate excellent CQC regulations, KLOE, time management skills and ability to meet deadlines with willingness to learn and develop relevant skills for improved practice. Possess strong communication, good interpersonal relationship, and organisational with a keen eye for details, skilled at synthesising and editing information to achieve overall objectives. Adept at maintaining records, developing, and implementing new effective policies and staffing duties. Enthusiastic and fair with over 10 years of experience planning, directing, and overseeing operations and supporting other managers. Excellent judgment, decision-making, and active listening abilities. Oversees unit of over 80 care, maintenance, housekeeper, kitchen, and domestic staff.
Areas of Expertise include:
	· Strategic Planning & Analysis
· Risk Assessment
· Operations Management
· Healthcare Support Services
	· Staff Management
· Performance Evaluation
· Administrative Support
· Assessment & Procedures
	· Training & Development
· Team Management
· Regulatory Compliance
· Basic Practical Procedures



Professional Experience
Trust Care Ltd
May 2022 to Present
HOME MANAGER 
Facilitate in the day-to-day management of all operational services within the designated area. Support in the monitoring and maintaining of standards against agreed criteria and objectives together with the implementation of quality assurance systems. The managing and developing business plan for the purpose of planning and implementation of any new development as identified for the promotion of services for agreement by the Chief Executive Committee. Appoint employees at all levels below that of Manager which will include advertising as necessary, taking up references, conducting interviews, completing health checks, and applying for disclosure in line with the procedures outlined in the HR Manual, holding exit interviews. Provide induction training, information, and supervision to employees as appropriate, ensuring they are conversant with their duties, rights, and responsibilities. Deliver active support in the formal programme of service and establishment inspections. Comply with all Health and Safety policies and legislation in performance of the duties of the post and supporting other homes. Answering all the KLOE and making sure there are met.18
Key Accomplishments:
Auditing medication, Care Plans, Infection Control, and all floor environmental audits, 
Oversee the implementation of systems of working which enable Health and Safety legislative requirements to be met for example, risk assessments, fire records, COSHH files etc
DOLS applications and raising of safeguarding and answering all queries and completing CQC notifications.
Undertake pre-assessments, liaise with social workers/health professionals/family members.
Positively advertise the home and service provided.
Full rota management including organising and authorising annual leave.
Analysing monthly reports to identify risks, action planning to reduce risks.
Dealing with complaints and investigation, reporting, solving, and closing.
Supervisions and appraisals of head of all departments.
Training and inducting including all competencies e.g. Medication Administration, dignity champions competencies.
Dealing and Identify problems and resourcefully implement innovative solutions. 
All monthly governance audits including Audit Health & Safety standards.  Provide a safe residence and place of work.
Accident book management, analysing falls to identify any patters, RIDDOR notifications
Resident, family, and staff meetings – Chairing and documenting.


[bookmark: _Hlk164860044]RUNWOOD HOMES  
April 2020 to April 2022
HOME MANAGER /DEPUTY HOME MANAGER
Facilitate in the day-to-day management of all operational services within the designated area. Support in the monitoring and maintaining of standards against agreed criteria and objectives together with the implementation of quality assurance systems. Assisting the manager to develop a business plan for the purpose of planning and implementation of any new development as identified for the promotion of services for agreement by the Chief Executive Committee. Appoint employees at all levels below that of Manager which will include advertising as necessary, taking up references, conducting interviews, completing health checks, and applying for disclosure in line with the procedures outlined in the HR Manual, holding exit interviews. Provide induction training, information, and supervision to employees as appropriate, ensuring they are conversant with their duties, rights, and responsibilities. Deliver active support in the formal programme of service and establishment inspections. 	Comply with all Health and Safety policies and legislation in performance of the duties of the post. Covering Unit Manager when on leave and supporting other homes. Answering all the KLOE and making sure there are met.
Key Accomplishments:
Auditing medication, Care Plans, Infection Control, and all floor environmental audits, 
Oversee the implementation of systems of working which enable Health and Safety legislative requirements to be met for example, risk assessments, fire records, COSHH files etc
DOLS applications and raising of safeguarding and answering all queries and completing CQC notifications.
Undertake pre-assessments, liaise with social workers/health professionals/family members.
Positively advertise the home and service provided.
Full rota management including organising and authorising annual leave.
Analysing monthly reports to identify risks, action planning to reduce risks.
Dealing with complaints and investigation, reporting, solving, and closing.
Supervisions and appraisals of head of all departments.
Training and inducting including all competencies e.g. Medication Administration, dignity champions competencies.
Dealing and Identify problems and resourcefully implement innovative solutions. 
All monthly governance audits including Audit Health & Safety standards.  Provide a safe residence and place of work.
Accident book management, analysing falls to identify any patters, RIDDOR notifications
Resident, family, and staff meetings – Chairing and documenting.


DERBYSHIRE COUNTY COUNCIL 
2018 to Present
DEPUTY UNIT MANAGER / PERIPATETIC MANAGER 
Responsible for the management of the assigned Home in accordance with the policies and guidelines laid down by DCC. Support any home within a region and be flexible in terms of travel. Reporting to the Service Manager of the service supporting at any given time. Covering and manage homes where there is a manager or deputy absence due to a vacancy, leave or sickness. Acting as a CQC champion by supporting and managers who are experiencing compliance and operational issues. Facilitate in the day-to-day management of all operational services within the designated area. Support in the monitoring and maintaining of standards against agreed criteria and objectives together with the implementation of quality assurance systems. Deliver active support in the formal program of service and establishment inspections. Comply with all Health and Safety policies and legislation in performance of the duties of the post.

METHODIST HOMES (MHA) 	
2019 to 2020
SENOIR CARE ASSISTANT / RELIEF SENIOR CARE ASSISTANT
Provided care and support services for adults with dementia. Delivered functional support to ensure proper care of body mechanics, safety and the overall well-being of all residents. Streamlined work activities by performing variable duties include leader a team, supervision, liaising with families, multi-agencies e,g GP, OT, District nurses, supporting our residents with personal care needs and helping them to take part in a wide range of activities that support their health and wellbeing. In addition, you will administer medication and maintain clear and accurate records.
Key Accomplishments:
Offered Ensure that all care and ancillary staff have the opportunity to reach the standard required to contribute to the safe and efficient running of the Home.
Administering medication in accordance with the Medication Policy and maintaining relevant records, logs and other documents 
Managed difficult physical and emotional behaviour with the help of training techniques such as distraction, time out, intervention, and removal, also documented patient behaviour and changes in precise manner
[bookmark: _Hlk63165780]
DERBY CITY COUNCIL 
Warwick House/Bonsall View/Aspect Autism Day Centre 
2015 to 2019
UNIT MANAGER/ASSISTANT UNIT MANAGER / SENIOR CARE TEAM LEADER 
[bookmark: _Hlk19263261]Facilitate in the day to day management of all operational services within the designated area. Support in the monitoring and maintaining of standards against agreed criteria and objectives together with the implementation of quality assurance systems. Deliver active support in the formal programme of service and establishment inspections. 	Comply with all Health and Safety policies and legislation in performance of the duties of the post
Key Accomplishments:
Contributed in the Councils Managing Individual Performance Scheme from May 2015 to present.
Led recruitment activities and selected employees at the appropriate level in accordance with agreed procedure.
Exhibited
resources management expertise through budgeting, buildings and staffing, and an efficient use of resources under the National Health Service and community care legislation. Dealing with CQC and Safeguarding.

UNITED RESPONSE  
Mar 2014 to Apr 2015
SENIOR/ADMIN SUPPORT WORKER
Provided support services for adults and young people with learning disabilities, autism, mental health needs and physical disabilities. Partnered with other child-serving agencies to develop and implement strengths-based service plans. Delivered functional support to ensure proper care of body mechanics, safety and the overall well-being of all patients. Streamlined work activities by performing administrative tasks including answering of telephone calls, taking records and documentation of messages, as well as sorting out mails and parcels on regular basis.
Key Accomplishments:
Offered rehabilitation techniques in daily living services to help return patient to prior level of functional ability.
Recorded income and receipts while recording payments and supplying information for management control.
[bookmark: _Hlk69495747]Managed difficult physical and emotional behaviour with the help of training techniques such as distraction, time out, intervention, and removal, also documented patient behaviour and changes in precise manner.

ST MICHAEL’S SUPPORT AND CARE GROUP 
2008 to 2014
SENIOR SUPPORT WORKER 
Supported service users to foster and maintain a range of relationships within the community including friends, neighbours and other social contacts. Developed contacts with a wide range of outside professionals, such as social workers, general practitioners, dentists, and therapists. Contributed in writing, receiving and updating of individual care plans in conjunction with the Local Authority Social Worker.
Key Accomplishments:
Actively participated in the wide range of administrative tasks necessary for the smooth running of the services.
Attended staff development programmes, training courses, seminars and workshops as per requirement.
Career Note: Served as a part time Support Worker (The Allied Care Agent and 247 Support Agent) and Care Assistant (Derby Social Services and 247 Live in Care).



Education & Training
[bookmark: _Hlk164861777][bookmark: _Hlk97398758]Doctorate in Professional Practice (DPROF-PTL-DPROF)
UNIVERSITY OF WALES TRINITY ST DAVID | UK | 2023 to Present

Level 8 Diploma in Strategic Management and Leadership
CAMBRIDGE MANAGEMENT AND LEADERSHIP SCHOOL | UK | CURRENT
NVQ level 7 Diploma in Health and Social Care Management
CAMBRIDGE MANAGEMENT AND LEADERSHIP SCHOOL | UK | 2021
[bookmark: _Hlk164861824]Masters’ in Business Administration (MBA) General Management
UNIVERSITY OF WALES TRINITY ST DAVID | UK | 2016 to 2020
Degree in Accounting and Finance
UNIVERSITY OF DERBY | UK | 2010 to 2013
NVQ level 4 Management in Health and Social Care
[bookmark: _Hlk483581723]DERBY COLLEGE | UK | 2009 to 2010
Foundation Degree
UNIVERSITY OF DERBY | UK | 2009 to 2010

Dementia Training | UK | 2010

Autism and Spectrum Disorder | UK | 2008
NVQ level 2 in Health and Social Care
DERBY COLLEGE | UK | 2005 to 2006
Pitman’s Cost Accounting level 3
DISTANCE LEARNING | UK | 1994
Pitman’s Intermediate Bookkeeping and Accounts
DISTANCE LEARNING | UK | 1991

































JOB DESCRIPTION

[bookmark: _Toc19]JOB TITLE:	Home Manager

REPORTING TO:	Managing Director

JOB PURPOSE:	To take overall responsibility for the smooth running of the Home and the general well-being of Residents and Staff Members.  To ensure that all Company policies and procedures, and all legal requirements, are adhered to within the defined timescales.

SKILLS, KNOWLEDGE & QUALIFICATIONS

Required:

NVQ Level 3 in Care of the Elderly (Residential Home)
	Previous management / supervisory experience 
Registered Manager’s Award / Level 5 (achieved / working towards), or equivalent qualification
	Ability to communicate effectively at all levels
	Full Driving Licence
        Genuine interest in working with the relevant Resident group
Satisfactory Police Check and check against the POVA List (where applicable)

Desired:

	Care for the Elderly experience / qualification
        Minimum three years management / supervisory experience

MAIN RESPONSIBILITIES

Care:

Through continuous assessment and supervision, ensure all Staff Members maintain high standards, and contribute to the best of their ability to the efficient running of the Home and to the creation of an atmosphere conducive to the best interests of Residents.

2.  	Assess social needs of prospective Residents in a Residential Care setting and subsequently monitor the planning and on-going evaluation of care.

3.	Monitor Care Plan documentation & undertake weekly review to ensure best practice. 

4. 	Undertake personal care as appropriate to Residents’ needs.

5.	Practise maximum integrity in all dealings with Residents' personal and financial affairs, and avoid abuse of the privileged relationship, which exists with Residents.

Communication:

6.	Maintain effective communications through regular contact / meetings with Residents, Relatives, Staff Members, Directors and any other concerned bodies.  Ensure that minutes are taken during meetings where appropriate.

7.	Liaise with the Activities Co-ordinator, Residents, Relatives and other Staff Members in the development of activities for Residents, which will enhance their quality of life.

8.	Liaise with the Chef / Cook to ensure that the storage, preparation, cooking and serving of food meet required standards, and the dietary needs of Residents.

9.	Liaise with the House Keeper and Handyperson to ensure all areas of the Home, inside and out, are properly cleaned, maintained and adequately heated.




JOB DESCRIPTION  -  HOME MANAGER continued...

10.  	Produce reports (verbal or written) as and when required. 

11.  	Undertake Resident placement reviews in accordance with Company policy.

Budgetary / Financial Control:

12.	Attain agreed levels of turnover and profitability.	

13.	Manage and maintain agreed budgets, in conjunction with the Operations Director, by monitoring on a weekly basis and taking corrective action as and when required.

14.	Review and authorise weekly timesheets.

15.	Ensure that all commodities used in and around the Home are sensibly conserved by all Staff Members.

Human Resources (HR):

16.	Adhere to, and implement, all HR policies and procedures. 

17.	Endeavour to fill any Staff vacancy by advertising in the job centre or by contacting the Operations Director.  Interview, select and recruit suitable Staff Members in line with the Company’s Recruitment policy. 

18.  	Maintain the accurate recording of all Staff working hours.

19.	Monitor and control sickness absence in line with Company policy.

20.	Ensure all Staff Members are aware of the Company’s whistleblowing procedure.

21.   	Implement and manage the Company’s Discipline and Dismissal policies and procedures, and Grievance policies and procedures.

22.	Formally supervise / appraise Staff Members in line with Company policy, and conduct on-going informal assessment of the work of Staff Members, to ensure consistently high standards. 
           	
23.	Implement & initiate training for all Staff Members on the Company’s Equal Opportunities policy.

24.	Ensure all Staff Members have a Personal File which is maintained and up-dated in line with Company policy. 

25.	Manage the Staff rota to reflect the predicted workload to ensure that there are sufficient manpower resources to accommodate and deal with problems where necessary.


Marketing:

26.	Actively market the Home and promote a positive personal / professional profile within the local community, ensuring the good reputation of the Home at all times.

27.	Endeavour to fill any Resident vacancy by liaising with Social Services and health authorities/boards and assessing/selecting suitable Residents.  (These places are to be offered within the normal terms of residency and the fee structure in operation within the Home at the time).

28. 	Ensure the Home is attractively presented, and odour free, at all times, in line with the Company’s attention to detail philosophy.

29. 	Ensure a viewing room is suitably presented and available at all times (unless Home is fully occupied). 
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Training & Development:

30. 	Liaise with Training Providers to ensure all Staff Members receive required statutory training. 

31.	Ensure Staff Members receive appropriate training in all aspects of their work in the Home, and are given help and guidance where appropriate.  Promote Staff training and development and maintain up to date records.

32.	Maintain and improve professional knowledge and competence.

33.  	Attend mandatory training days/courses, on or off site, as and when required.

34.   	Ensure all grades of Staff focus on Staff Development.

Health & Safety:

35.  	Understand, and ensure the implementation of, the Home’s Health & Safety policy, and Emergency & Fire procedures.

36.	Carry out duties as "Responsible Officer" for the Home in line with C SCI guidelines, the Health and Safety at Work Act (1974) and Fire Regulations.   

37.	Be responsible for infection control.  Monitor and review accident reports, ensuring regulatory bodies are informed of incidents when necessary e.g. Health Authorities/Boards, Environmental/Public Health etc.

38. 	Promote safe working practice within the Home. 

General:

39.	Adhere to all appropriate regulations and the General Social Care Council Code of Conduct.

40.	Ensure compliance with the CQC regulatory requirements.  Prepare draft response to CQC Inspection Reports for approval by Responsible Individual prior to issue.	

41.	Investigate complaints, as and when required.

42.	Organise all routines within the Home.

43.	Control the ordering and administration of drugs within the Home and maintain the necessary records as and when required by the regulatory authorities.

44.	Maintain such log books and records as may be required by both the Registering Authority and the Directors of the Company.

45.  	Be ‘on-call’, for emergencies which may arise within the Home, and to cover shifts if all other avenues have been exhausted.  

46.  	Organise ‘on-call’ for emergencies that may arise within the Home.


47. 	Ensure that all information of a confidential nature gained in the course of work is not divulged to third parties.

48.	Maintain correct records of your working hours.

49.	Assist in the arrangements for fund raising.

50.	Notify the Operations Director as soon as possible of your inability to report for duty, and also on your return to work from all periods of absence.
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51.	Ensure the security of the Home is maintained at all times.

52.  	Adhere to all Company policies and procedures within the defined timescales.

53.	Ensure all equipment is clean and well maintained.

54. 	Carry out any other tasks which may be reasonably assigned to you.


This Job Description indicates only the main duties and responsibilities of the post.  It is not intended as an exhaustive list.  

Trust Care Ltd reserves the right to amend this Job Description from time to time, according to business needs.  Any changes will be confirmed in writing. 

Please sign, print your name, and date below to indicate your acceptance of this Job Description.



Signature: …………………………………………………………



Name: …….....................................................................……..        Date: ……………………………..












Training needs

Name		           	Lydia Dzvova										   

PERSONAL DEVELOPMENT ACTION PLAN for period ……01-01-2024………………… to …………31-12-24…………………………..

	
No
	


Issues
	


Recommended Action
	Implementation
	Action taken and outcomes

	
	
	
	Level
	Resources 
needed
	Timescale
	

	1
	Enhancing Strategic Decision-Making
	Enroll in advanced management courses focused on strategic planning
	High
	Online courses, time for classes and studies
	6 months
	Action Taken: Enrolled in an advanced management course focused on strategic planning.
Outcomes: Improved strategic planning skills, leading to better resource allocation and more effective long-term decision-making within the healthcare facility.

	2
	Improving Regulatory Compliance
	Attend workshops on the latest health and social care regulations
	Medium
	Workshop fees, travel expenses
	3 months
	Action Taken: Attended workshops on the latest health and social care regulations.
Outcomes: Updated knowledge on regulations which enhanced compliance rates, reducing legal risks and improving patient safety standards.

	3
	Advanced Leadership Skills
	Participate in leadership training and peer mentorship programs
	High
	Membership in professional bodies, mentorship
	1 year
	Action Taken: Participated in leadership training and peer mentorship programs.
Outcomes: Enhanced leadership effectiveness, resulting in higher team morale and productivity; developed mentoring skills to support junior staff.

	4
	Risk Management Proficiency
	Complete a certification in risk management for healthcare professionals
	High
	Certification fees, study materials
	6 months
	Action Taken: Completed certification in risk management for healthcare professionals.
Outcomes: Developed comprehensive risk management strategies that decreased incident rates and enhanced the overall safety environment.

	5
	Technological Competence
	Undertake training in new health care IT systems and software
	Medium
	Training programs, software licenses
	4 months
	Action Taken: Undertook training in new health care IT systems and software.
Outcomes: Improved efficiency in patient data management and healthcare delivery through effective use of technology.

	6
	Effective Communication Skills
	Join a workshop on communication strategies in healthcare
	Medium
	Registration fees, learning materials
	2 months
	Action Taken: Joined a workshop on communication strategies in healthcare.
Outcomes: Improved patient engagement and satisfaction through better communication; reduced misunderstandings and errors in patient care.

	7
	Update Clinical Knowledge
	Attend annual healthcare symposiums and conferences
	High
	Conference fees, travel costs
	Annually
	Action Taken: Attended annual healthcare symposiums and conferences.
Outcomes: Stayed current with the latest healthcare practices and technologies, ensuring high-quality patient care and innovative treatment approaches.

	8
	Enhance Interpersonal Skills
	Enroll in a course on emotional intelligence and patient interaction
	Medium
	Course fees, study time
	3 months
	Action Taken: Enrolled in a course on emotional intelligence and patient interaction.
Outcomes: Improved relationships with patients and colleagues, fostering a more supportive and empathetic work environment.

	9
	Financial Management
	Take an online course on budgeting and financial management in healthcare
	Medium
	Online course fees
	5 months
	Action Taken: Took an online course on budgeting and financial management in healthcare.
Outcomes: Enhanced ability to manage budgets more effectively, leading to better financial health for the department and the allocation of resources to critical areas.
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