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PROFILE
I am a hard-working woman who is a very enthusiastic person and puts a lot of effort into anything that I undertake. I am noticeably confident when having to interact with people and have effective communication skills; I am a very punctual person who always puts my all into everything I undertake I complete a given task or job to the full. I am an honest and reliable person and can work independently and use my own initiative.
                                                                                                                                                  
 
 PERSONAL INFORMATION
  Address: 82 Park Drive Kings heath, Northampton NN5 7LD
  Nationality: British.
  Email: laura.callan65@yahoo.com
  Hobbies: Travelling, Watching documentaries, Family Time.
                                                                                                                                                  
 SKILLS
  ★★★★☆ Management Skills
  ★★★★☆ Ability to Multitask
  ★★★★☆ Problem Solving Skills
  ★★★★☆ Highly organized and efficient
  ★★★★☆ Flexibility and Adaptability
                                                                                                                                                  
 WORK EXPERIENCE
 November 1999 – February 2012
 Health care assistant at NHS, Northampton
Berry wood Hospital - I worked for the NHS for 13 years as an HCA. My job role changed through-out that period starting with slow stream re-hab working with woman who had long term with mental health problems, enabling them to live as independent as they could. The unit changed in 2004 and became a Forensic rehabilitation unit working with and enabling men who had been either in prison or a secure unit and needed assistance to return to community living to learn or re-learn everyday living skills.
 
  


*February 2012 – July 2018
Senior Health Care Assistant at Richardson Partnership for Care, Northampton.
Richardson Partnership for Care - This job was in an Acquired Brain Injury Re-habilitation  unit where my duties were Running the home daily which includes, Budgeting the weekly allowance for the home daily, Administering, ordering, and checking of medication. Minimal medical interventions i;e checking BP Temperature and Sat's monitoring weight, doing falls assessments, Waterlow looking out for signs or changes in behaviours or health. I write care plans, revise them when necessary and in-put interventions when needed.
I organise hospital appointments and liaise with full in house and community MDT. I organise duties with-in my team and ensure the smooth running of my shift I ensure staffing is adequate for the running of other shift through-out the week/month, I try to resolve any issues or concerns which may occur, if I cannot find a solution or resolve anything by myself or with-in my team I liaise with my manager. Since being at the Richardson Partnership for Care, I have had several periods of the role of acting Manager, to either cover A/L or sickness or until a new manager was appointed. I have had positive feedback for the full duties I undertook in this position from the executive manager who has stated that I could have been considered for the position but as I do not have my level four NVQ in management which is a legal requirement.
                                                                                                                                                    
 
 * July 2018 – May 2019
 Domiciliary Care Assistant at Care Watch, Birmingham
Care watch - within this job I was travelling around Birmingham delivering personal care to service users that were in their own homes, this also involved cooking and cleaning making sure the service user was living comfortably
                                                                                                                                                  
 
* May 2019 – February 2020
Deputy Manager at EJ Care, Corby
 EJcare is a domiciliary agency supporting service users to live as independently within their own homes.
my job role was to undertake assessments for potential new service users, I compiled care plans, audits, and organize rostering. I managed staff doing supervisions and all mandatory training.
                                                                                                                                                  
 
 


  

* February 2020
 Community Support Worker at Northamptonshire Mind, Northampton
This is my current job role; within my role I work alongside NHS to enable individuals to either further care after discharge from hospital or engage with them to try and prevent being admitted to hospital. This support can be anything from organising medication reviews, assisting with debt management or general living skills.
                                                                                                                                                  

 EDUCATION
  * September 1977 – April 1981
    Fareham High, Rugby 
                                                                                                                                                  
 
GCSE’s
English Language – Grade C 
Home economics – Grade B
Mathematics – Grade C 
Science – Grade D
                                                                                                                                                  
 
COURSES
  * January 2000 – January 2001
NVQ Level Three.










                                                   COVER LETTER
Mrs K Mann.
Registered Manager MariMann Care.                                   
 20 Foxglove Close, Corby NN18 8PB 07912942603
15th October 2021
Dear Mrs Mann,
Re: Deputy Manager Vacancy.
I would like to apply for the position of Deputy Manager, advertised on the Indeed website. As requested, I have enclosed my CV.
I am in the first year of my health and social care degree and have always been interested to have a career in Care Management. Throughout my degree, I improved my analytical abilities as well as my ability to interpret, organise, and process information. I have a National Vocation Qualification Level Three in Care.
As you can see from my CV, I have experience in the following:
· Healthcare Assistant – Enabling and assisting clients with daily living.
· Senior Support role – Organising staff completing Care Plans liaising with full multi-disciplinary teams.
I have also:
· Worked in and led teams within the care setting.
· Communicated with colleagues at all levels in Care from support worker to management.
· Solved problems as a team leader, ensuring staff cover and dealing with service user or family complaints.
· Worked flexibly doing both early and late shifts and covering for absence, sometimes at short notice.
· Managed my time when combining study with work and family
My vast experience in the health setting has enabled me to be diverse in my approach, gaining me effective communication skills at all levels. The management Skills I acquired while running the home as a senior the role required me to problem solve if an occurrence happened within the home i.e., staff absences, medication errors. I gained organisation skills to doing staff rostering organising outings or appointments, having to be flexible as at times an admission could occur at short notice.
Yours sincerely,
Laura Callan.


                                              

                                                  JOB DESCRIPTION

	Job Description & person Specification

	Job Title:
	     Deputy Manager

	Reports to:
	     Registered Manager

	Job   Overview:
(Note: In addition to these functions employees are required to carry out such duties as may be required)
	· Provide a comprehensive HR service which ensures that managers and employees are equipped with best practice to foster a high-performance culture.
· The HR managers position is a hands-on role, and they will be required to assist with the management of the overall HR operations and the delivery of strategic objectives.


	Location:
	· MarisMann Care, but you may be required to work from other locations at the discretion of the company and with appropriate notice.


	Hours:
	· 5 days over a 7-day period, as agreed with the manager




	Responsibilities & duties of the job

	Role Specific Duties:
	· Manage complex employee relations casework including dispute resolutions, disciplinaries, grievances, absence, retirement, and redundancy.
· Apply HR and business knowledge evidencing appropriate decision-making skills.
· Advise managers on the terms and conditions of employment and knowledge share best practice with them.
· Develop HR policy and procedures to drive performance and mitigate disputes.
· Implement learning and development policy.
· Provide first line advice on current and existing benefits for employees and managers.

Administer payroll and payroll records and keep accounts appraised of any changes.

Work with appropriate parties on reward strategy.

Provide advice on recruitment and selection strategies.

Support the recruitment process – this may include writing job descriptions and preparing interview questions and application forms etc.
Carry out new starter inductions.

Manage talent and succession planning.
Drive alignment between HR strategy and business goals.

· Continuously monitor and review HR policies and processes and implement changes where necessary.

· Participate in the implementation of specific projects, procedures, and guidelines to help align the workforce with the strategic goals of the organisation.

· Support change management processes.


	Working with Others:
	Develop effective working relationships with all employees within MarisMann 
Care
· Work in cooperation with members of the multi-disciplinary teams to maximise opportunities for people in the service


	Leading by Example:
	Seek opportunities for personal and professional growth
· Work within the relevant Code of Conduct, e.g., NMC


	Personal Responsibilities:
	Be registered with the relevant body and work within the Code of Conduct
Obtain the relevant qualifications required to work in the deputizing role, e.g.
management qualification commensurate with the role
Attend statutory training and any other training as directed by the management





Person Specification

	Qualifications
	Essential
	Desirable

	Good English - Written and verbal

	[image: ]
	

	Educated to A Level or Equivalent experience & work-based qualifications
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	Management Qualification in care or equivalate and/or working towards Health & Social Care management Qualification Level 4/5 
	[image: ]
	



	Skills required
	Essential
	Desirable

	Proficient Written Skills 
· Maintain all Care Plans/care records in accordance with MarisMann Care policy and audit care records following company policy to ensure compliance
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	Problem Solving Skills
· Deputy Managers need to be able to adapt and address situations quickly. Plan, develop, implement, and assess approaches to promote health and well-being, whilst recognising and reporting situations where there might be a need for protection
· Promote the effective resolution of team conflicts
· Ensure there are always adequate staff with the necessary skills on duty. Taking the lead responsibility for the development of the staff rota to comply with requirements in terms of numbers and skill mix whilst adhering to a conducive home/work life balance
· Share in the development of the strategic plans of MarisMann Care
· Conduct Mock Inspections of the service and action plan the shortfalls identified.
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	Communication Skills
· To share in the co-ordination and chairing of staff, Service User, and relative meetings, as well as attending Management Meetings
· To effectively communicate to all staff the aims and objectives of the service through verbal and written communication and by personal example
· To contribute to the provision of a programme of training and development to meet the needs of the staff team and the requirements of MarisMann Care, including the ongoing evaluation of the training programme
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	Leadership Skills
· To share in implementing the Quality Assurance system and submission of reports to the manager
· To monitor, through direct observation and contact, the maintenance of daily routines and structures
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	Previous Experience
	Essential
	Desirable

	Previous experience of working in similar environment
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	Previous experience of working in similar supervisory role
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	Experience of working with Service Users, in particular, those that may have additional support needs

	[image: ]
	

	Knowledge of rota planning, ensuring adequate staff on duty with the correct skill mix and fair allocation of off duty/annual leave

	
	[image: ]



Personal Qualities

	Area
	Specific Requirements

	Working Together
	          Involve Service Users, family, external agencies & colleagues
· Speak up when things go wrong

	Respect and Dignity
	   Understand person-centered care and can demonstrate treating people as individuals and respecting choices
· Promoting independence and encouraging appropriate risk taking

	Everybody Counts
	     Ensuring no one is discriminated against or excluded
    Understand human rights and impact on care delivery
· Facilitating people to ‘speak up’ about concerns and acting upon them

	Commitment to Quality of Care
	    Striving for quality in everything we do recognizing and understanding what quality in care means for people using the services
      Being accepting about criticism and focusing on improvement
· Being open to new opportunities for learning and identifying the limits of skills and knowledge

	Compassion
	    Treating people with kindness
     Understanding the importance of empathy in all areas of employment
· Understanding the values of others and always providing a caring service

	Improving Lives     
	        Focus on how things could be done better and sharing ideas
        Understanding of wellbeing and what is important to people using        the service
           Improving outcomes for people
· Ensuring appropriate services are provided for people using the services
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