Job description
Job Title: Service Manager / Care Manager
Location: Covering Services in the Birmingham area.
Rate of pay: £22k
Full time permanent – 37.5 hours
Are you an experienced Service Manager or Care Manager looking for a new challenging and rewarding role working within supported Living? Would you like to join a Company with ambitious growth plans?
We currently have an exciting opportunity for a motivated and passionate individual to be responsible for delivering an outstanding service to adults, enabling them to lead a fulfilling life in their own homes.
You will be responsible for creating a setting where the people we support control their own lives by demonstrating and promoting the value of diversity and individuality, you will make things happen for the people we support. Helping our service users fulfil their aspirations through the management, review and development of a number of services. This position is field based with regular visits to the service locations and head office in Gloucester.
The role involves;
· Completion of Care Plans and Risk Assessments.
· Carry out regular checks on all records and files.
· Communicate daily to your line manager and other departments regarding issues, incidents, audits and checklists.
· Organise and attend quarterly service reviews with the service user, key support worker, social worker and family members.
· Check the well- being of service users.
· Ensure standards of safety and cleanliness are met through property visits.
· Report and action any maintenance issues.
· Produce weekly written reports.
· Participate in an on-call rota system.
· Staff management including staff rota, recruitment of staff, performance management, staff training and disciplinary meetings.
· Assist with the payroll process.
Key skills and experience:
· NVQ Level 4 in Management or equivalent.
· Proven experience at Management or supervisory level within a professional care environment, ideally working with adult Autism, Learning Disabilities or Mental Health.
· Excellent communication skills both written and verbal.
· Good report writing skills.
· Strong people manager with a positive and motivated approach to lead by example.
· Knowledge of CQC standards, health and safety, quality and regulations.
· Experience of working as part of a multi-disciplinary team.
· Full driving licence and own transport is essential.
The company
Aspirations are a national, specialist supported living provider. We support people with learning disabilities, mental health, physical disabilities and Autism and are presently rated good with CQC.
We can offer you further training, continuous support and career opportunities.
The Package
· Full and comprehensive training programme.
· Commitment to ongoing learning and development
· 8 days holiday inclusive of bank holidays
· Contributory pension scheme
· Employee recognition schemes
· Optional overtime
· Opportunities for career progression
· Employee Assistance Programme available 24/7
· Refer a Friend Scheme
· Flexible shift work
· Mileage and travel allowance paid
At Aspirations we value all colleagues, regardless of age. We are proud to offer pay over the statutory minimum set for young workers and have no set retirement age.
Aspirations is an equal opportunities employer and positively encourages applications from suitability qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status or pregnancy and maternity.
This organisation is committed to safeguarding and promoting the welfare of the vulnerable adults that we support and expects all staff to share this commitment. Any offer of employment will be subject to satisfactory references and a satisfactory Enhanced DBS Disclosure
Job Types: Full-time, Permanent
Salary: £22,000.00 per year
Benefits:
· Company pension
Schedule:
· 8 hour shift
· Day shift
· Monday to Friday
· Weekends
Licence:
· NVQ Level 4 (Preferred)
· Driving (Required)
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To whom it may concern, 
 
I would like to apply for the position of Service Manager within Laurels Court, Birmingham. 
 
 
I am currently in the process of improving my academic skills and I am completing an online course to gain a HNC in Skills for the workplace. During my time on this course I have built my confidence and feel this is now the right time for me to take on a new challenge which is why I am applying for the Service Manager role. I feel I will be able to help lead, influence and inspire a team to become the best that they can be whilst delivering a quality service to the clients. 
 
The opportunity to be involved in developing a service from conception through to service seems exciting and challenging but something I feel I will be able to excel and achieve in. With my experience of being involved with the transiting of services and by using my transferable skills I feel I have the knowledge and ability to be resilient and effective and achieve fantastic results in this role. I am also flexible enough to deal with challenges ahead in a constructive and proactive manner.  
 
I am able to manage change in a positive and supportive manner and recognise the importance to inspire and motivate. I also want to build confidence within the team to strive for continuous improvement through building up a good relationship and being innovative and hard work. 
  
I have extensive experience of working with diverse client groups however I feel my skill sets is best suited to working with adults with complex needs and unlocking their full potential and I have also in the past had some great results influencing positive change. 
 
I look forward to hearing from you. 
 
Kind regards 
Lorraine Barrett 





























Lorraine Barrett
57 Kixley Lane
Knowle
B93 0JE
Mobile: 07305835665
E-mail: Lorraine.Barrett@ymail.com


Personal Profile

A highly motivated, proactive individual with a bright, positive attitude. Understanding of the importance of providing excellent customer service at all times, able to communicate effectively and build rapport with ease and professionalism.  Excellent time-management skills which enable me to work quickly and effectively either on my own or as part of a team.  Honest, approachable and able to liaise with people from a variety of cultural backgrounds. Experience of working in local communities with disadvantaged adults influencing and empowering them to improve their lives via training and employment.  Competent in working to targets and deadlines effectively with minimal supervision. Able to provide a calming influence when dealing with difficult and challenging situations.  Looking to further career in a customer focused environment where existing skills can be utilised and developed to meet the needs of the business. 

Key Skills

· Customer focused with excellent communication skills both written and verbal.
· Working knowledge of all Data Protection and Safeguarding guidelines.
· PC literate with experience of all IT packages and software including; Microsoft Word, Office, Excel, Internet and e-mail.
· Lateral thinking skills, able to think outside of the box.
· Target driven with proven track record in meeting deadlines efficiently.
· Ability to plan and prioritise own workload effectively.
· Contractual knowledge of all welfare to work programmes and guidelines.
· Flexible and loyal to meet the needs of the business.
· Polite and helpful, always willing to go the extra mile.
· Highly motivated and pro-active at all times.
· Able to provide a calming influence when dealing with difficult or challenging situations. 




Employment History


Dates: Jan 20
Company: Spring Housing Association
Duties: Managing a team of seven staff, Manage three properties within central Birmingham,
Providing support to Homeless, Rough sleepers, Modern day slavery, Young Adults leaving Care and Ex-offenders. Completions of support plan and Needs assessments, Health and Safety checks of all properties, Room Checks, Tenants Meeting, MIS notes completion, Staff supervisions, Team Meetings, Book training, Update Staff member’s files, Check petty Cash.  

Dates: May 2018 to Jan 2020
Company: Talem Care Group/ Aspirations Care
Duties: Managing staff, including supervision, appraisals, work performance and disciplinaries.
Provide training scenarios using Mappa and First aid, sign off time sheets and manage team on a daily basis. Empowering and enable service users and completing transitions, training and completing MAR sheets. Promoting independence, weekly planning, general house keeping, application for DWP benefits and housing benefit, one to one sessions with service users and assisting service users to gain independence, carrying out risk assessments to ensure clients are safe at home and in the community. Also fully trained in medication.

Dates: July 2017 to May 2018
Company: Home Group
Duties: Support Officer, providing housing management for up to 6 properties in Coventry, Birmingham, Sandwell and Dudley, ensuring fire and maintenance checks are completed, all faults found are documented and reported on a weekly basis in order for the appropriate action to be taken.
Provide person centred support to service users in order to promote independent living and enable effective transition into the local community. Maintain risk assessment and accommodation plans.
Liaise with external organisations in order to ensure the conditions of the contract with ministry of justice are adhered to.
Ensuring service users have a great understanding of bail and or licence conditions in order minimise risk or re offending.



Dates: January 2017 – July 2017 (Temp Contract)
Company: Birmingham City Council
Role: Visiting Officer
Duties: Visiting tenants in their own home and advising them the procedures of moving on from temporary accommodation. I also am required to manage my own caseload and time.

Dates: June 2012- January 2017
Company: Sanctuary Supported Living
Role: Floating Support Worker / Staff Council Rep
Duties: Empowering and enable service users to maximise their own potential. Promoting independence, support planning, assists service users with money bills and benefits. Carrying out risk assessments to ensure clients are safe at home and in the community. Represent the staff on relevant staff matters at the national staff council 

Dates: November 2009 – November 2011
Company: Pertemps People Development Group
Role: Outreach Worker/Employment Coach  
Duties: Providing advice and guidance to a variety of client groups including lone parents, ex-offenders, 16-18 year olds and over 50’s.  Signposting to variety of bespoke training programmes, multi agency resource centre’s including JCP, The Probation Trust, children’s centre’s, libraries and community centre’s. Engaging with general public in the community building rapport and trust to identify client needs and requirements. Making appointments for clients, completion of paperwork and s.m.a.r.t. action plans. Inputting client personal details onto in-house computer systems and client files in line with data protection guidelines.  Attending team meetings to provide feedback, discuss and share good practice, liaise with line managers, collation of statistics and performance related information. Other duties were to set up events, job search groups and workshops, mentoring of clients to build confidence and motivation, provide information on benefits and allowances. 

Dates: November 2008 – November 2009  
Company: JHP Training Ltd
Role: Outbound Sales Adviser
Duties: Making and receiving high volume of calls, handling efficiently and effectively, providing constant information and valuable customer service. Working to targets and deadlines, providing relevant information regarding apprenticeship and NVQ placements. Cold calling employers and business’s to source work experience placements, liaising with local employers to encourage strong working relationships going forward. Attending meetings, taking minutes, updating database, spreadsheet and management information. General administration duties including sending information in the post or via e-mail and fax. Being first point of contact for visitors on arrival at the centre, making them feel welcome, offering refreshments. 

Dates: November 2005 – April 2008
Company: Hilton Metropole Hotel
Role: Events Administrator
Duties: Working front of house for busy high-end hotel, completing a wide range of administration tasks including typing up of banqueting and event agreements, proposal letters, sending out information to residential and corporate account holders. Providing excellent front of house service, fully adhering to all health and safety requirements within the establishment. Organisation of event managers diary, cold calling to generate potential business and revenue for the company.  Other duties included being responsible for the vetting and credit checking of new clients, payments via credit card and cash, adhering to all data protection guidelines. 

Education and Training
Dates: June 2012- Present
Attended: Sanctuary Supported Living
Achieved: Safeguarding, CAF , Risk Assessment, Incident Report, Support Planning, First Aid, Support Skills and Advice and Guidance Level 3.

Dates: November 2009 – November 2012
Attended: Pertemps People Development Group Staff Training & Development.
Achieved: Introduction to Coaching, Health & Safety in the Workplace, Equal Opportunities, Advanced Outreach, Overcoming Barriers, CV Writing and variety of in-house systems training.


Dates: September 1996 – July 1998
Attended: Solihull College
Achieved: Certificate in Business Management and RSA Certificate in Information Technology (CLAIT), included word processing, typing, database and spreadsheets.




Hobbies and Interests

In my spare time I enjoy cooking, Caribbean cuisine being my speciality, I have a keen eye for detail and fashion along with a wide variety of music.  I keep fit and active by regularly attending my local gym and zumba classes. Other hobbies are meeting new people, learning new things, spending time with my family and friends and keeping up to date on current news and affairs. 

	REFERENCES AVAILABLE UPON REQUEST




















































