ROLE PROFILE   	                                                                   L’arche Belfast                                           

	Role Profile:                    TEAM LEADER

                                

	Reporting to:
	Registered Manager


	Responsible for:
	
Leading and developing a team of Community Support Workers and Volunteers to deliver a high-quality person centred service to our core members, as directed by the Registered Manager/Community Leader and our Board of Directors.


	Main Job Purpose:

	
· To work as a key member of the team in delivering our service to our core members whilst ensuring that L’Arche’s vision and values are embedded within the team. 
· To ensure all statutory requirements of the service specification are met in accordance with the organisations commitment to standards.

	Key Performance Indicators:

	
· Providing leadership and professional leadership and guidance to a team of support workers and volunteers who deliver an excellent care and support service to our core members.  This includes:
· Coordinating weekly staff rotas to ensure adequate coverage at all times;
· Leading weekly team meetings;
· Providing quarterly supervision to all staff and live-in volunteers;
· Providing annual appraisals for all staff;
· Assisting staff to create and complete Individual Development Plans;
· Providing induction to new staff and volunteers;
· Mentoring all staff in best practice, which is in line with our mission and values;
· Assisting the Community Leader with training and formation of staff as required;
· Maintaining and/or overseeing staff to maintain accurate and up to date records, including but not limited to:
· Team Meeting Notes
· Supervision Meetings
· Annual Appraisals
· Individual Development Plans
· Induction and Training Records
· Care and support plan reviews
· Oversight of our care and support planning procedures, including but not limited to:
· Ensuring that all core member care/support plans and associated risk assessments are accurate and up to date;
· Planning and facilitating semi-annual care/support plan reviews;
· Being the first point of contact for compliments and complaints received from core members and their families, and following our complaints procedure
· Feedback from core members, families, and carers;
· Ensuring compliance with relevant legislation and regulatory requirements;
· Maintaining a professional approach to work at all times;
· Projecting a professional and reputable image for L’Arche Belfast and acting as an ambassador for the organisation at all times;





	Detailed Responsibilities of this role:

	
In fulfilling this role, the job holder undertakes the following activities:
 
In cooperation with the House Administrator, lead, manage and develop the team by:
 
· Supporting the Registered Manager in encouraging a culture of continuous performance improvement at both an individual and service level within L’arche. 
· Building a co-operative and collaborative team that is flexible and adaptable to changing requirements within the organisation. 
· Assigning work to team members, monitoring and supervising the day-to-day delivery and quality standards of the work. 
· Supporting the Registered Manager by open and candid participation in regular performance management meetings agreeing objectives, identifying specific actions and development needs, reflecting on performance and providing constructive feedback. 
· Providing effective coaching to team members to support their performance in their roles.
· Supporting the Registered Manager to actively monitor attendance and absence, undertaking return to work interviews and implementing absence management procedures as necessary.
· Providing regular support and supervision to support workers and volunteers.
· Managing own time and schedules to ensure at-least 10 hours per week are set aside to keep administration tasks up to date and in order. 
· Together with the Registered Manager and House Administrator, co-ordinating and managing the induction of new Support Workers and Volunteers – to include: expectations of L’arche Assistants, scheduling, involvement in other projects etc.
· Supporting the Registered Manager in conducting annual appraisals for all Support Workers and long-term Volunteers, and facilitating 3-month reviews for new Support Workers and Volunteers. 
· Taking the lead in team meetings, ensure the distribution of minutes, and that all action points are addressed and accomplished in a timely and acceptable manner.
· Working with the Registered Manager to organise or facilitate training and formation sessions when required, as part of L’arche’s in-house training programme.
· Arranging and organising reference meetings – with a minimum requirement of two per year for each core member.
· Working with the Registered Manager and other team members to ensure a consistently good quality of life in the community – e.g. through celebrations, communicating with old friends, inviting friends and family to dinner.
· Working with the Registered Manager to ensure that all care and housing support standards, code of conduct, regulations, staff policies and internal procedures are adhered to and complied with at all times.
· Acting as the first point of referral for all complaints, and working with the Registered Manager to ensure that complaints are appropriately addressed to the satisfaction of all parties concerned.
· Delivering and maintaining a communication channel to ensure that all team members are included and actively involved and kept up to date with information to support them in their roles with L’arche.
· Taking responsibility for own self development.
JOB DESCRIPTION REVISION: 

This job description is intended to provide an outline of the key tasks and responsibilities only. There may be other duties required of the post holder commensurate with the position. The responsibilities may be amended, after discussion with the post holder, to take into account the development of both the post and the organisation. All members of staff should be prepared to take on additional duties or relinquish existing duties in order to maintain the effective running of the organisation.



	Requirements of the Job:

	
To fulfil this role, the job holder will need an ability to:  

· Maintain accurate records whilst paying close attention to administrative details, ensuring documentation is clear and legible at all times.
· Work independently, and in conjunction with other colleagues, in a busy, active environment, and without constant supervision, managing own time and workflow effectively.
· Present a consistently professional image through attitude, behaviour and personal appearance 
· Be an excellent team leader and team player.
· To engage all team members and community members in decision making through a participative leadership style.
· Work as part of the team in order to achieve results for the organisation.
· Support colleagues as and when required to ensure all deadlines are met within allocated timeframes.
· Maintain high quality of personal work output in a timely manner.
· Apply time management.  
· Demonstrate initiative. 
· Continue to develop skills/knowledge.
· Maintain a flexible approach to provide support as required by the Registered Manager.


	
EXPERIENCE, SKILLS, QUALIFICATIONS, TRAINING AND KNOWLEDGE REQUIRED TO FULFIL THIS ROLE EFFFECTIVELY:


	
· Previous experience in a similar environment and/or holds a qualification appropriate to the sector e.g. Social Work degree, a minimum of NVQ3 / QCF 3 or equivalent qualification; or willingness to study towards same; 
· A participative leadership and management style;
· In depth knowledge and understanding of the complex and multiple needs faced by the service user group (core members); 
· Sound working knowledge and understanding of issues relating to core members in a similar environment and a commitment to working in a person-centred way;
· A sound working knowledge of current regulatory requirements and the ability to translate this into practice, or willingness to learn; 
· A sound working knowledge of Protection of Vulnerable Adults framework, the ability to follow procedures and development of a culture of safe practice;
· Experience of supervising a team; 
· The ability to adapt your communication to suit the audience, e.g. core members;
· Good time management and able to work to deadlines. 


	Core Competencies and Skills:

	
The job holder should demonstrate the following: 
· Leadership and decision making skills;
· Excellent communication skills (both oral and written);
· Sound planning and organising skills;
· Working on own initiative, planning and prioritising workload;  
· Excellent team leading and team working skills;
· Flexibility and self motivation, with the ability to manage own workload;
· Accountability, honesty, confidentiality, integrity and reliability.
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