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                                [image: image3.emf]                                                                                                                                               JOB DESCRIPTION       Title:       Nurse Manager     Reports to:     Director     Responsible to:   Company Directors           The Job      To be responsible for the  day to day clinical running of continuing care  service users   in their area.  To e nsure that all staff supervision and   professional development needs are met.          Work as an effective team member by taking responsibility for assessing, planning, implementing  and evaluating the day to day operational & clinical care provided to service users with complex  health needs.     .   Key Responsibilities and Accountabilities:     Clinical, Compliance and Training         Actively support research and audit.        In conjunction with   NHS   Ca r e Managers .   to review and update case managed continuing  care plans        Identify suitable Care staff and organise  relevant   training courses  .        Assist  with   training for all specialist training needs ( within skill set)          Clinically supervise and appraise staff involved in  CC packages only        Maintain and evidence PREP ( Post Registration Education Portfolio)        Provide a  high standard of evidence  based care to  service users   in line  with Homecare  Independent Living Policy & Procedures.    



JOB DESCRIPTION

Title:


iCare Charity Co-ordinator
Reports to:

Chief Executive Officer (CEO) 
The Job: 
To provide strong leadership, direction and management in relation to all aspects of the iCare’s activities, including volunteering and fundraising.  You will be developing and maintaining relationships with key external partners and agencies and facilitating to the continued expansion and development of the Charity.

MAIN DUTES AND TASKS
Key Responsibilities and Accountabilities:
Volunteers

· Working alongside the Charity Committee to monitor, review and update volunteer policies and procedures and keep an up to date knowledge of changes in legislation and best practice.

· Recruit and coordinate the work of volunteers
· Monitor, support, motivate and accredit volunteers and their work.
· Offering advice and information to volunteers and external organisations through face-to-face, telephone and email contact about our volunteering opportunities.
· Helping with profile-raising events to attract new volunteers.
· Celebrating volunteering by nominating volunteers for awards and helping to organise celebration events.
Promoting and Marketing

· Carry out marketing and public relations activities to raise the profile of the organisation's services and campaigns
· Liaise with the graphic designer re fundraising materials such as leaflets and flyers
· create and organise fundraising initiatives and events
· approach potential donors and maintain donor lists
· liaise with external agencies, including voluntary sector organisations, the media, local authorities, business contacts, trustees and other stakeholders or clients

· lobby government and other policymakers on behalf of the charity

Administration

· Carry out administrative tasks such as applying for grants and other sources of funding, managing budgets, gathering data, preparing reports, database management and clerical work to meet the charity's needs.

· Set up charity meetings, take minutes, plan and coordinate action points etc. 

 Values and behaviours

· A passionate attitude that reflects the charity’s values

· A desire to want to contribute to the development of iCare

Health and Safety
You should note that under the Health and Safety at Work legislation you are required to take all reasonable steps while at your work to ensure your own health and safety and of those who may be affected by your acts and omissions at work. You are also required to co-operate fully with regards to the implementation of health and safety arrangements and you should not interfere with or misuse anything provided in the interests of Health and safety at work.
	KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

	Essential
	Desirable

	· At least one year’s experience as Charity/Events Co-ordinator
· One Year’s experience managing Volunteers

· Ability to work independently and use own initiative and as part of a team 
· Strong verbal and written communication skills

· Strong relationship building & excellent interpersonal skills

· Excellent time management and organisational skills

· Positive, confident, friendly and enthusiastic attitude/manner

· An interest in the charity sector

· Able to work flexible hours, including evenings and weekends

· Dedication, motivation, drive, ambition, and commitment to the job at hand

	· Bachelor’s Degree in Hospitality Management



This job description indicates only the main duties and responsibilities of the post.  It is not intended as an exhaustive list.  Homecare reserves the right to amend this job description from time to time, according to business needs.  Any changes will be confirmed in writing.  The post holder will be required to undertake such duties appropriate to the position as may be required by the Manager to ensure the smooth running of the service.
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Callan House, Hill Street, Milford, Armagh, BT60 3NZ.  Telephone: 028 3751 1333                      Updated August 2017
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