Czajka Community Care Services

Job Description

JOB TITLE:                        Home Care Coordinator

REPORTING TO:             Domiciliary Care Manager

JOB PURPOSE: The Home Care Coordinator is responsible for providing care to Service Users who require care and resources in their homes.

The Home Care Coordinator is responsible for managing and administering the Home Care program. The Coordinator will maintain confidential Service User files and program information. The Coordinator will prepare and present reports and information as required. The Home Care Coordinator will manage and distribute resources effectively, and will ensure that all Home Care is provided in a caring and respectful way in keeping with all relevant Policies and Procedures and National Minimum Care Standards. 

The Home Care Coordinator will liaise with other community services and resources to ensure that other resources are involved, if required. The Coordinator will also provide information and education to individuals and groups in the community, as required and requested. 

MAIN RESPONSIBILITIES

· Ensure that care is provided according to all relevant policies, procedures and regulations

· Ensure that Home Care Workers are trained to administer the required care

· Monitor and evaluate all tasks of the Home Care Worker and the program

· To manage the Organisations service User/Staff data base, inputting and amending data as appropriate

· To organise Service User visits and to cover care if all other avenues have been exhausted

· Make recommendations for changes and improvements to the program, as required

· Schedule work with regard to Home Care Workers training and experience

· Coordinate appropriate care and equipment including other community resources, as required

· Establish and maintain a current, accurate, confidential Service user reporting system

· Provide information to other health care professionals, as required

· Consult with family members and other supports to ensure the care is on-going and that all Service Users needs are identified and met

· Follow medical instructions carefully and consistently

· Organise time and resources based on the individual needs of the Service User

· Manage any unanticipated events or unstable situations

· To ensure proper filing of reports and documents, with due regard to the provisions of the Data Protection Act, 1998, as appropriate

· To manage the Organisation’s computer data and word processing functions. To organise computer files and to ensure their regular and timely back-up according to documented procedures, and with due regard to the provisions of The Data Protection Act 1998, as appropriate

· To answer the telephone and to manage calls from Service Users, staff and other agencies in a professional manner

· To manage the Organisations Quality Documentation System of policies, procedures and record forms, and to advise staff of any up-dates, amendments or other changes to policies, procedures and care standards

· To take the on call phone and ensure the on call file is up to date at the end of each day with all relevant information

· Discuss any concerns with the Care Manager

· Perform other related duties as required

This job Description indicates only the main duties and responsibilities of the post. It is not intended as an exhaustive list.

Czajka Community Care Services reserves the right to amend this Job Description from time to time, according to business needs. Any changes will be confirmed in writing. Please note that you share with Czajka Community Care Services the responsibility for making suggestions to alter the scope of your duties and improve the effectiveness of your post.

Please sign, print your name, and date below to indicate your acceptance of this Job Description.

Signature:...........................................................................

Name:.................................................................................      Date:.........................................

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge

The Home Care Coordinator requires knowledge of:
· Service User assessment

· Home Care techniques including – personal care, feeding, dressing, preparing meals

· Appropriate Home Care interventions

· Services and resources in the community

· Staff and program management and evaluation

· Culture and traditions

· All relevant legislation, policies and practices

· First aid

Skills

The Home Care Coordinator must demonstrate the following skills:
· Team building

· Supervisory skills

· Analytical and problem solving skills

· Decision making skills

· Effective verbal and listening communication skills

· Stress management skills

· Time management skills 

· Financial management skills

· Administrative skills

· Strong interpersonal skills

· Conflict resolution skills

· Excellent communication skills

· Demonstrate good decision making in dealing with safety and other medical issues

Personal Attributes

· Possess cultural awareness and sensitivity

· Demonstrate sound work ethics

· Be consistent and fair

· Be compassionate and understanding

· Be flexible, adaptable and able to work effectively in a variety of settings

· Respect cultural differences

· Work independently with little supervision

· Work effectively as a member of a team

