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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.
Phone Number - 0794600166
Email -2512418@student.uwtsd.ac.uk	
Name -  Sarah Leonard                                        
Dear Miss Smith,
I am writing this letter to you for the position of Registered Manager at WT  Healthcare. I have worked in the care sector since the age of 16, I have progressed within the sector from a care assistant to senior carer, to care coordinator, to a deputy Manager at a Respite home, to a domiciliary Care Manager. I achieved my level 5 health and social care leadership and management in 2018.
Within my career I have done all aspects of training from medication, infection control, personal care plans, risk assessments, Service delivery Plans, personal outcomes, this has made sure I have always been able to provide the best levels of care to service users, I have studied all regulation that the care sector follows as guided from the Welsh government.
Within my Career I have managed a team of 10+ Carers, this has been from doing their rotas, to holiday time off, Supervisions, Appraisals, in house Training to support each carer, I am also Registered with  Social Care Wales I have been since 1st May 2018.
If I am fortunate enough to get the job and work for your company, I am available to start by the 29th of March 2026.
Thank you for taking the time to read my cover letter I look forward to hearing from you soon.

Kind Regards 
Sarah .C. Leonard 
Curriculum Vitae.
SARAH LEONARD
Cardiff Area 
07926737941 

Professional Summary. 
I have been working within the care sector from the age of 16 I have had several different roles. I am very passionate about working with people that need help and support, I work well o my own or part of a team. 
I am very proud of completing my level 5 QCF Diploma in leadership and management in Health and Social Care services Adult management and I ready for the challenges that follow. I always set out to do my best to achieve the highest stands I can. 
Skills
I can work well on my own or as part of a team. I have managed a team of 80  carers within my role as a care co-ordinator; I thrive under pressure and II am always willing to learn more as I work and build myself to the next stage. I love to meet and support people who need extra help and support with there independent living needs, I am very passionate about the care sector which I know  I am good at as making a difference in peoples life’s is what I am good at as I have grown and achieved a lot since I started my journey in  the sector of care.
Experience. 
Registered Manager 0502019 to 11/2019
Evoo Healthcare Cardiff Wales 
I managed a team of carers and worked along side the office staff. I was responsible for the team who worked in  the community looking after vulnerable people.
My duties included
· Sending Invoices.
· Ensuring all polices and procedures were adhered to at all times. 
· Undertaking quality assurances survey with clients. 
· Keeping all paperwork up to date and ensuring it was filed correctly .
· Creating Rotas
· Ensure the day-to-day service was running correctly 

Deputy Manager 10/2018 to 05/2019
Evoo Health Care.
I worked within a team to help promote a domiciliary care agency in the community My roles were to ensure all calls are includes in rotas, to make sure clients have their visits on time, care planning, service delivery reports, risk assessments, and to assist with the day to day running of the company.

Deputy Manager 04/2017 to 10/2018
CPI Care LTD.
My roles were to assist with the running of a respite home based in Newport, My duties included supervisions, rotas and general day to day running of the home with a team of support workers.

Care Co-ordinator 12/2016 to 04/2018 
Care Cymru- Cardiff Wales.
My role was to ensure the rotas were done on a weekly basis. I worked closely with the manager, if there was any complaints then I would deal with these. I was responsible for reviews, weekly hours and working with service users and their families and other professionals.
Carer 01/2015 to 12/2016.
Right at Home
My role as a Carer was to provide care within the community. This often-meant people could remain in their own homes for linger as they had the extra support needed  for their day-to-day needs. I assisted with personal care preparing meals, Medication when required. 
Carers 02/2013 to 01/2015
Woodcroft Nursing Home.
My role was to assist people with day- to- day living with washing dressing, activities I percentage of the clients had dementia.
During 2003-2013 I had a break from working life. This was due to raising my children and family bereavement.


Night Care Assistant 08/2001 to 08/2003.
Thistle Court Nursing Home -Torfaen. Wales.
My Role included assisting service users into bed helping them throughout the night Pad changes were required and full care all night.
During 1999-2001 I took a break from working, as my first child was born in November 1999.
Care Assistant, 09/1996 to 09/1999.
Silver Birches Nursing Home – Cwmbran, Wales.
My role here included helping the residents to support themselves to do everyday tasks such as getting washed and dressed and assisting them with daily activities. I completed manual handling and medication training during my time, here.

Education.
QCF Level 5 Health and Social care Leadership and Management Diploma 2018.
BTEC Health and Social Care Level 3, 08/1997 USK College 
G.C.S.Es 01/1991-08/1995
Maths – C 
Science – C 
Child Development – A
I.T – B
History – D
Art – D
Welsh – D 
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