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	JOB DESCRIPTION:  UNIT MANAGER



REPORTS TO: General Manager

BASIC SKILLS REQUIREMENTS (including numeracy, literacy and English speaking abilities: 

Registered Nurse

Experience in dementia care

Experience of staff supervision and training

Understanding of Care Home Regulations & Standards

Administration skills to include computer literacy

PERSONAL ATTRIBUTES:

Listening & responsive skills

Flexible and positive attitude to problem solving

Organised, systematic & pro-active

Able to manage by example

Able to delegate and to give clear instructions

Calm under stress

Approachable & sympathetic

Even tempered

Observant

RESPONSIBILITIES:

Care Management:

1. Ensure all care plans accurately reflect the residents’ latest care needs

2. Ensure staff supervisions and appraisals are completed as scheduled.

3. Maintain regular contact with relatives and other health professionals

Monthly Duties

1.    Review and request prescriptions

2.    Order drugs and check in when delivered

3.    Check drug storage and audit

4.    Prepare MAR sheets 

Day to Day Duties

1. Receive handover and feedback from previous shift

2. Review handover report and deploy staff accordingly

3. Tour house and observe each resident

4. Check diary for day’s events

5. Feedback to staff on duty and cascade information

6. Ensure telephone is answered in timely manner

7. Supervise serving of meals and monitor dietary and hydration requirements

8. Undertake drug rounds

9. Show prospective residents and families around house

10. Organise reception of new resident

11. Respond to visitors requests and demands and offer appropriate hospitality

12. Maintain social programme

13. Monitor personal care requirements and presentation of residents

14. Monitor “unacceptable practices”

15. Respond to staff feedback and problem areas

16. Monitor daily reports by care staff and take appropriate action where required

17. Monitor cleaning standards and odour control

18. Monitor monthly weight recording

19. Review and amend care plans and update risk assessments

20. Check daily reports for each resident and add Registered Nurse input if applicable.  Print out shift handover

21. Check diary to ensure all events acted upon and record any follow up as required

22. Handover to next shift

Please note that this Job Description will be subject to continuing review and development

