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Job description

Care Co-ordinator- job post
Four Oaks Healthcare Limited

18 reviews

Birmingham B24
£22,000 - £26,000 a year - Full-time, Permanent

Full Job Description
Four Oaks Healthcare is a nurse-led domiciliary care and, due to expansion, we are looking for an enthusiastic, passionate individual to join our growing team as a care coordinator.
As the care coordinator, you will be responsible for managing a team of care assistants as well as maintaining a good communication line with all customers and other parties to ensure we deliver a high standard of care.
The ideal candidate will:
- Have a passion for delivering good quality, person-centred care
- Ideally have at least 2 years of experience within the domiciliary care sector
- Be flexible and reliable
- Be computer literate
- Be a good team player
- Be motivated and able to work on their own initiative
- Have exceptional people management skills
- Must be a driver with access to own vehicle
Duties Involved:
- Preparing & scheduling rotas
- Writing and reviewing care plans
- Conducting risk assessments
- Interviewing potential candidates
- Conducting spot checks
- Being on call
What we will offer you:
- A great opportunity to progress within a rapidly growing company
- Ongoing training and support
- A friendly supportive team
- Competitive salary
If you think you have what it takes to join our team then please apply today!
Job Types: Full-time, Permanent
Salary: £22,000.00-£26,000.00 per year
Benefits:
· Employee discount
· Free parking
· Referral programme
· Store discount
· Wellness programme
Schedule:
· Monday to Friday
· Overtime
· Weekend availability
COVID-19 considerations:
Following Guidelines
Education:
· Certificate of Higher Education (preferred)
Experience:
· Care Coordinating: 1 year (preferred)
Licence/Certification:
· Driving License (preferred)
Reference ID: CC10











CV

	Halema Khanom
Walsall, WS1  · 07711078239
Halema.k@hotmail.com 

	I am currently studying in University of Wales Trinity Saint David and enrolled in CERTHE Skills for the Workplace (Health and Social Care Level 4). I am hoping to further my career and complete Level 5 and 6. Whilst studying I would like to have the opportunity to work as a Care Co-ordinator for a domiciliary care agency. I am a competent and organised individual, and I can work both individually and as part of a team. I have experience in working in care and I am a competent care worker. Also, I am very hardworking individual who is always up to be challenged. I have a positive attitude who is willing to progress her learning and learn new things. I always treat people with respect and according to their individual needs as I’m aware how important it is.



Experience
	MSA Care Services - January 2021- March 2022                                          

· I cared for elderly by going into their homes to help with their care needs.
· Understand the importance of person-centered care.
· I provided support with their personal care.
· I assist the elderly with shopping.
· I prepared meals for the elderly, and I assisted in their feedings.
· I communicated with various individuals to create an inclusive environment.
· Also, I supported individuals by providing the right medications to attend to their medical needs.
· When doing my role, I took the right precautions to keep a good standard of hygiene.
· My role involved the use of PPE to keep myself and other individuals safe and keeping in with covid guidelines.
· I used special equipment’s to provide support to individuals so that they could get accessible support.

Care 2 U February 2014 – June 2015

· [bookmark: _Hlk83501481]I cared for elderly by going into their homes to help with their care needs.
· I provided support with their personal care.
· I have assisted the elderly with shopping.
· I have prepared meals for the elderly, and I have assisted in their feedings.
· I have communicated with various individuals to create an inclusive environment.
· Also, I have supported individuals by providing the right medications to attend to their medical needs.
· When doing my role, I have made sure to take the right precautions to keep a good standard of hygiene.
· During my role I have used PPE to keep other individuals safe.
· I have used special equipment to provide support to individuals so that they could get accessible support.



Education
	

	University of Wales Trinity Saint David 2022-2023
CERTHE Skills for the Workplace (Health and Social Care) Level 4
Modules 
· Academic and employability skills
· Digital skills and Research methods
· Professional Career development
· Psychology in Health and Social Care

Omega Training 2015                                                                                                
· Health and Social Care Level 2
· NCFE Understanding of Safe Handling of Medicines Level 2
· Functional Skills English Level 1
· Functional Skill Maths Level 1

Joseph Leckie Academy 1999 – 2003   
GCSE Grades:
· English languages - D
· English literature - C
· Science - D
· Maths – D
· French - C
· Design and Technology - C
· Geography - C
· Art – B



Skills
	Fluent in English and Bengali
Organised
Computer literate
	Good communications skills
Working individually and within a team
Very caring nature




Activities

· Spending time with family and friends
· I am always willing try new cuisines
· I love to explore new places
· I love to socialise with various people and making new friends
· I speak Bengali and English fluently

References

Available on request



















Cover letter

Dear Sir or Madam
Job role – Care Co Ordinator 
Please accept this letter as my interest in the role for a care co-ordinator. I believe I am suitable for this job role as I meet all the requirements. I am highly motivated to progress my career and believe this opportunity will further achieve this.
I have worked as a carer for 3 years and gained my Health and Social Level 2 and currently studying Health and Social Level 4. Working as a carer I have gained knowledge in how the care system works, studying has also given me a wide range of knowledge which I can put in to work while working for your company.
I also wish to carry on studying for my Level 5 in Health and Social Care with this job role and can further be a great asset to your company
I look forward to hearing from you.

Yours sincerely,
Halema Khanom
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