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10 Sovereign Road 
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B30 3ES

	Dear Georgina Purcell
            
The reason behind applying for this job as I am ready to take on the responsibility for Gorse Farm. I am fully aware that there is a Job available for the position of Manager. I have the right skillset and am fully prepared to undertake any training required. I hold Level 6 in Health and Social Care and would love the opportunity to turn Gorse Farm around. 

I am sure you are fully aware that this is a huge step for me as I am already a member of staff at Gorse Farm and understand all issues and I am willing to put more work into the company to ensure that it is better for those within the service. I also have relationships with the resident's families and always keep them up to date with any progress. I have personally met all of them and are fully aware of their emotional needs as well as their expectations of the care that gets delivered.

I believe that I can make that difference to what you require for this post and have a few plans to make Gorse Farm better within the residents and staff. 

I hope to hear from you soon.
            
Sincerely

Soabia Rafiq
            

	










Soabia Rafiq
Wavers Marston
Marston Green
Birmingham
B37 7GL

Mobile: 0782145629
Email: soabiarafiq@gmail.com

Personal Statement

A highly motivated and ambitious individual with extensive experience in various roles. I am a quick learner and diverse my approach. I approach tasks with a broad view; my focus is always the residents and my colleagues.
I am a keen worker, always work to the very best of my abilities and give my job my complete priority. I am adaptable and flexible in a working environment and always keen to learn new skills. 
Through working in different fields of Autism and Care, I have developed an understanding of different types of behaviours as well as different approaches and developed my communication and computer competencies.
I am a great communicator, over the phone, face to face and via email. I strive to work well under pressure and love to keep myself, and workflow organised. As an Autism Support Worker, I take an enthusiastic approach, combined with a friendly, genuine dedication to the satisfaction of the residents and the staff that I will be handling.
Also hold a driver’s license with no endorsements and successfully CPR trained. Hold Level 6 in Health and Social (BSc).

Career Summary

Autism West Midlands Support					                  2019 – Present
Gorse Farm

Supporting vulnerable and non – vulnerable by identifying appropriate support for both elderly and young
Take personal responsibility for learning about people using the service and the way autism affects them, for ‘listening’ to everyone; and for reflecting on own practice to continuously develop your own knowledge and skills
Maintaining user confidentiality at all times
Taking responsibility to train new members of staff
Supporting our clients to make appropriate choices regarding their nutritional needs
Administering medication as directed, in accordance with their needs and taking full responsibility and account of their medication policy and procedures
Accompanying them to the dentist, doctors, and any other appointments where appropriate
Reporting to Senior Managers to raise any concern regarding the individual’s welfare including health and safety issues
Adhering to all safeguarding requirements and any procedure aimed at the protection of vulnerable for clients
Understanding the importance of users working file and plans and using these effectively and professionally to inform practice daily
Working with Senior Management to identify needs and access relevant learning and development opportunities and sharing that learning with peers
To monitor spreadsheets and record outcomes of service provisions for both internal and external management purposes.
	  
Health Care Professional                                                                                             2017 –2019
Aran Court

To create and maintain good professional relationships with Clients, their family and friends and stakeholders
Ensure documentation requirements are met for new and existing Clients
Ensuring that health and safety legislation is adhered to 
Day to day administrative tasks
Taking responsibility to train new members of staff
To maintain detailed accurate records in respect of care and medication support given and takes undertaken
To monitor where concerns have been raised and report to Senior Management.




Supervisor                                                                                                                                  2015
McDonald’s

Supervising crews and shifts leader and maintaining the highest standards in quality, service, and cleanliness with a constant focus on profitability
Coordinating staff training with crew members
Conducting crew meeting as needed to discuss operation procedures 
Maintaining reports and records based on company standards and compliant 
Taking responsibility to train new members of staff
Performing other tasks as directed by Senior Management

Estate Agent Sales Assistant                                                                                                    2014 
Property Plus

Handling Customers
Responding to Customers
Discussing and presenting properties 
Documented sale information using Microsoft Excel
Liaised with other departments of a multi-disciplinary environment 
Assisted with the training of new placements and temps
Helped create filing systems to ensure customer satisfaction   
Answered incoming calls from customers to take orders, answer inquiries and questions, handle complaints, troubleshoot problems and provide information.
Taking responsibility to train new members of staff
Operating various multifunction machines to produce large volumes of photocopies and prints whilst also fixing issues with printers

Sales Executive
Status                                                                                                                                    2011-2014

Evaluate, analyze claim related documents and take the appropriate action.
Gathering and requesting information from our clients.
Liaise with financial institutions in writing or through the phone with the aim of resolving the case with a favorable outcome for our clients.
Credit analyst, calculated and determined the creditworthiness of a business/customer and a payment determined
Undertook the investigation and analysis of card holder disputed transactions
Identified possible chargeback or compliance failures and responded to dispute cases as appropriate in a timely manner to meet prescribed timeframes
Identifying and escalating ideas for operational process improvements to deliver a better service for our customers and/or improve efficiency
Taking responsibility to train new members of staff



References available upon request.

















Manager needed for Gorse Farm, Marston Green.


Autism West Midlands, the leading provider of autism specialist services in the west midlands are currently recruiting for a Care Manager to manage our residential homes based in Marston Green.
Gorse Farm are residential care home supporting 13 adults respectively with Autism and associated needs. They are homely environments that allow adults to thrive in life with a well-established team of support that enable opportunities to learn and develop. You will be based in Gorse Farm for the majority of your working week Liaising with HR and Operations Manager.
Gorse Farm holds 13  adults who live a full and varied life including attending college and holidaying abroad along with everyday activities.
Gorse Farm is rated CQC rated good services. The management structure consists of 2 Assistant Managers, 2 senior support workers. The successful candidate will be line managed by an Operations manager.
This is an opportunity for an ambitious professional to lead and develop the services to achieve an ‘Outstanding’ within their next inspections. We are looking for a highly motivated candidate to develop a staff team and work alongside other professionals to develop innovative best practice.
As the Registered Care Manager, you will:
· Promote an enabling environment and ensure high standards of professional practice, whilst achieving compliance with the standards required by CQC and internal policies and procedures
· Ensure that the support provided is led by the person and  offers new experiences through  a wide  range of meaningful activities  within their home and local community
· Develop and maintain effective communication systems internally and externally between families, advocates, professionals, individuals and across our support functions
· Manage, support, advice and motivate to staff teams to ensure a person-centred approach that encourages independence and enables people to achieve their goals.
We are looking to recruit a Registered Care Manager who possesses the commitment, experience, and expertise to help us drive our services forward.  As a specialist autism provider, we are looking for someone with the knowledge and experience to support the delivery of excellent support and Autism practice within Gorse Farm.
The successful candidate must have experience of working in a residential environment with people with communication needs, including Autism. It is essential that you hold a level 4 qualification in a relevant field. You will have strong leadership skills with an ability to motivate and empower staff teams to deliver excellent support and work towards achieving agreed goals and outcomes. You will be someone who is experienced in managing a service in relation to budget control, reviewing and implementing processes, referrals and liaising with local authorities.
This role requires you to be an integral part of the management team working alongside key support functions such as the Operations Team, Behavioural Specialist, Finance, Marketing and HR team. Within the service, you have line management responsibility for an Assistant Manager. You will therefore be someone who is able to forge positive, professional  working relationships with key stakeholders as well as take an active part in the delivery of the organisations operational plan and key objectives.  We offer a number of benefits including:

· A competitive salary of £28,420
· 33 days paid annual leave
· A BUPA health cash back plan
· Life Assurance Scheme
· Specialist Training and a comprehensive induction
· Peer and Management support
· Pension Scheme
· Free onsite parking
· Development training and Management Training


	 Care Manager for a Residential Care Home
 Job Description

	Working Hours: 37 (including some evenings and weekends)
	Salary: £31,370 - £35,400

	TITLE: Care Manager

BASED FROM: Birmingham (a weekly visit to Kings Norton)

	Responsible to: Operations Manager 

	Role Purpose

	· Autism West Midlands’ vision is a world where people with autism are universally understood and accepted as equal citizens.  

· To manage residential care home (Gorse Farm) currently for 13 people that provide support for adults on the Autism Spectrum.  As the ‘Manager’ with the Care Quality Commission (CQC), the post holder has overall responsibility for all aspects of the residential service ensuring all statutory regulation standards are met. You will manage the delivery of a high-quality service to meet the needs of the people who live at the home through person centered models of support and individualized support plans and health plans. 

	Responsibilities

	









People
	· Promote an enabling environment, ensuring high standards of professional practice, whilst achieving compliance with the standards required by CQC, internal policies and procedures and external contract requirements.  
· Ensure that support plans are; where possible co-produced and always led by the needs of the person ensuring they are reflective of individual interests and aspirations
· To ensure that the support provided is led by the person and offers new experiences through a wide range of meaningful activities within their home and local community.
· To ensure all safeguarding matters and concerns are escalated to the Local Authority safeguarding team in a timely manner, giving clear and concise information and ensuring any follow up actions are implemented where appropriate. 
· To empower people with autism to live as independently as possible with the appropriate levels of support.
· Ensure that people with Autism are supported in a respectful manner where their choices are valued and supported.
· Conduct person centered reviews at appropriate intervals, involving  the person and their circles of support
· To carry out needs assessments for each individual at the point of referral.
· Ability to manage and deliver successful transitions for individuals new to Autism West Midlands support.
· Establish and maintain quality assurance systems that enable those we support to make judgements about the quality of their environment, support and other relevant issues.
· Ensure that the day-to-day physical and emotional health of those living within the residential service is met within a caring and safe environment.
· To work in line with the Mental Capacity Act ensuring that the least restrictive practice is implemented within all support services.

	
Communication
With families /   advocates/  professionals

	· To develop and maintain effective communication systems internally and externally between families, advocates, professionals, individuals and across our support functions.
· To seek feedback from families, advocates and professionals to continuously improve the standards of the home and the support offered to the people that live at the home.  
· Ensure that there are good communication channels of information between all those within the service, other Autism West Midlands services and other relevant service providers. 

	











Staff Management

	· Ensure that the service within your area of responsibility is fully compliant and actively develop strategies to exceed expectations with regards to CQC inspections and outcomes.  

· Provide specific management, support, advice and motivation to staff teams to ensure a person-centered approach that encourages independence and enables people to achieve their goals is adopted.
· To ensure that the service is effectively covered by an appropriate number and caliber of staff to reflect the persons needs and preferred lifestyles. 
· Provide strong leadership to the staff team by leading by example and sharing knowledge.
· To ensure team knowledge, understanding and implementation of Autism West Midlands policies, procedures and legislation.
· Take a lead role in the recruitment, induction and development of the staff team at the home, in accordance with Autism West Midlands policy and procedures. 
· Ensure that the staff supervision and appraisal system is maintained in line with regulatory requirements. 
· Lead regular management and staff meetings within the home.
· To maintain a safe and healthy environment for staff and people at all times.  To include the use of Risk Management strategies.       
· To ensure Autism West Midlands fulfils all of its legal and statutory responsibilities and liaise with the Operations Manager/HR Manager on   concerns and problems as they occur.
· To ensure that all records and reports are completed and maintained to the required standard in line with regulatory requirements. 
· To work flexibly to meet the needs of the service, ensuring management cover over a seven-day period. 

	









Financial
	· To contribute to achieving and maintaining financial viability of the service by effective budget management and generating new income through new referrals and engagement in the marketing and promotion of the service to external stakeholders.
· To take an active role, alongside the Operations Manager in the future growth and development of the residential home.
· To ensure that effective Rota management and staffing ratios are maintained in line with agreed annual budgets and contracted hours. 
· To take an active role in the recruitment of support staff for the home, alongside the HR department. 
· To take an active role in management account meetings and annual budget setting for the service.
· To prepare, manage and monitor day to day budgets and ensure all team members follow financial systems and structures.
· Identify and take appropriate remedial action in response to deterioration in buildings and furnishings requiring immediate or ongoing repair or replacement (within agreed budgets) and to inform the finance department.
· Ensure that 100% occupancy levels are maintained so far as possible.
· To operate open and transparent financial systems at the home in line with Autism West Midlands policy and procedures. 
· To manage all financial processes and systems accurately and in a timely manner.  

	








General

	· To participate in a 24 hour on call system on a Rota basis, covering a range of services in a specified area.
· To be committed to your own career development and enhance your service in accordance with knowledge gained.
· Continually develop your knowledge, skills and understanding of the needs of those we support, interpreting and communicating with them effectively.
· Actively contribute knowledge and skills towards other Autism West Midlands innovative projects developing further specialist resources for people with Autism in the West Midlands region.
· Attend and participate in mandatory, statutory and relevant training courses as and when required.
· Positively promote and raise the profile of people with autism and Autism West Midlands.
· Undertake such other duties as are required.



	
Care Manager for a Registered Care Home Person Specification

	ESSENTIAL
	DESIRABLE

	Professional Qualifications
	· A level 4 qualification or working towards one in a relevant field.

· Desirable: Previous Manager  status
	· Level 5 or Level 6 in Health and Social 
· A qualification related to Autism, challenging behavior or other complex needs.
· Nursing, Social Work or similar professional qualification.

	Knowledge
	· Knowledge of the personalization agenda – Person centered planning/thinking tools.   

· Knowledge and experience of the Care Quality Commission regulations and standards. 

· Knowledge of service delivery in autism and/ or people with complex support needs.
	· Knowledge of advocacy and welfare benefits.

	Management Competencies
	· Leading others - Creating a positive environment, empowering others to meet shared goals.

· Manage, lead, motivate effective teams.

· Monitor staff performance and attendance at work.

· Monitor and Evaluate - Ensuring that the service continuously learns and develops, whilst complying with all regulations and requirements.

· Business Minded – Awareness of the need to ensure best use of organization resources and maximizing opportunities for service growth. 

· Assessment & service planning and  report writing.

· IT literate.
	· Chair meetings/deliver presentations.


	Experience
	· Demonstrable experience of working in a residential care home and/ or a supported living environment with people with complex communication needs, including Autism and challenging behavior.

· Experience of managing and developing staff teams.

· Experience of care planning/development planning for people with disabilities.

· Experience of financial management. 

· Knowledge of risk assessments/risk management.

· Experience of proactively supporting individuals who may show behaviors that challenge. 

· Experience of managing complex needs and autism. 

· Experience of carrying out thorough needs assessments.
	· Experience in using specialist approaches with people with Autism.

· Service development.

· Generating new business and service growth.

· Knowledge of quality assurance systems within the workplace/service standards.

· Medication Training (including Epilepsy, Buccal Midazolam and Controlled Drugs).

	Personal Qualities & Skills



Personal Qualities and Skills
	· Good track record of motivating others.

· Ability to act as a role model and promote a professional approach to all aspects of the role.

· Commitment to achieving best outcomes for those we support and improve service standards.

· Ability to undertake on-call duties and phone calls for medication protocols.
	






