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Job Description: Cluster Unit Director/Person in Charge (PIC) 
	Job Element
	Detail



	Overview of Ability West

	Ability West provides a wide range of high quality community based services for people with an intellectual disability and autism throughout Galway City and County. Services provided are day services, residential, short break respite services, supported self-directed living programmes, outreach services, community supports, educational, rehabilitative training and multi-disciplinary supports. The ethos of service provision is underpinned by our Vision, Mission, Core Values and Strategic Plan, which is to enable people with an intellectual disability to reach their full potential, take their rightful place in society and realise their dreams and ambitions. 


	Job Title


	 Cluster Unit Director/Person in Charge (PIC)

	Overview of Role

	· The post holder has responsibility for the effective provision and operation of services and supports to adults and children in specified Ability West units which provide residential and/or short break respite services across a number of designated centres. 
· The post holder will work closely with the Assistant Director of Client Services with regard to both planning and implementing the effective delivery of services across a number of designated centres. 

· The post holder will work closely with and support the Team leaders with regard to both planning and implementing the effective delivery of services across the designated centres under the team leaders remit. 

· Manage and monitor the annual budgets, including staffing and all aspects of expenditure within the three designated centres and be responsible for operating within approved budgets. 
· The post holder will ensure that the residential and/or residential respite centres under their remit comply with legislative and regulatory requirements i.e. S.I.367, HIQA National Standards etc.
· The post holder will support the team leaders



	Purpose of Role


	The purpose of this job is to ensure that all designated centres under the remit of the post holder are run in accordance with legislative and regulatory requirements, Ability West’s Quality Management System, Policies & Procedures, Safety Statement, Strategic Plan, NQS etc., providing a home from home for the service users and reporting on a regular basis to the Assistant Director of Client Services.


	Reporting To


	The post holder reports directly to the Assistant Director of Client Services


	Key Working Relationships


	Directors of Client Services, Finance, and Human Resources, Assistant Directors of Client Services, Finance, and Human Resources, Quality and Compliance Department members, Multi-Disciplinary Teams, Designated Officer, Team Leaders, Social Care Workers and Care Assistants.
In addition to the above, the role forms part of the management structure and the post holder will participate with his/her peer group by way of a regular meeting process and ongoing collaborative work. 


	Organisation structure in regard to this Role
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Ability West reserves the right to amend or change the organisational structure at any time to meet service and business needs. The above diagram represents a 4 x designated centre scenario which is considered the maximum number of centres suited to a cluster grouping. A cluster may involve less than 4 designated centres.


	Department/ Location


	The role will be based at the Unit location with some travel to other locations in accordance with service and business needs.

	Authority Levels


	· Communication – service users/family and relevant external agencies 
· Participate in Disciplinary process if required in line with policy 
· Financial – Manage service budgets in line with agreed budgets
· Workforce – Manage staffing levels in line with agreed budgets
· Quality and Compliance – through Line Management structure

	Key Performance Indicators (KPI’s)

	· Resource management
· Safeguarding

· Workforce Management

· Quality, Compliance and Accreditation 
· Specific Project Management
· Statutory Authority KPI’s 
· Management of Risk

· Overview of QMIS


	Key Duties

	· Be responsible for the overall general direction of the running of each of the designated centres under their remit.
· Support the Team Leader within each individual designated centre to ensure quality services are being delivered at all times. 
· Ensure that the service user’s health, wellbeing, recreational and other needs are adequately met.
· Ensure the service is fully compliant with relevant legislation and National Quality Standards

· Establish and maintain relationships with service users that are based on respect and equality and that promotes their independence and autonomy.

· Manage and monitor the annual budget, including staffing and all aspects of expenditure within the centre and be responsible for operating within approved budgets.

· Use of person first language in verbal and written communication.

· Help create and add to an atmosphere in which service users are encouraged to develop individual styles, independence, skills, make personal choices, with the ultimate aim of self-directed living options.

· Manage the development, implementation and ongoing review of person centred plans that reflect the individual aspirations and needs of each service user. 

· Liaise with staff in other centres and the appropriate professional support staff and ensure that parents and other visitors to the residential/respite service are attended to with respect and consideration.
· Foster the participation and inclusion of service users in activities within their community and to develop an awareness of, and contact with, the centre among members of the local community.
· Maintain and submit records as may be required by the Assistant Director of Client Services, Assistant Director of HR and Assistant Director of Finance
· Complete Core HR on a weekly basis, 
· Monitor and review incidents on QMIS in a timely manner, along with review in terms of management of risk.
· Attend to relevant correspondence in a timely and appropriate manner 
· Submit all reports on activities in your centre as required by management.

· Undertake driving duties (Ability West fleet vehicles or own transport) if qualified, and meet relevant organisation criteria as per Ability West Policy.
· Co-ordination of administration, supervising and recording of prescribed medication in line with Ability West’s medication policies and procedures including regularly auditing function both internal and peer based. 

· Prepare and implement rosters and manage in line with approved budgets, service user’s needs, skill mix and keep these under review with team and Assistant Director of Client Services as required.

· Be responsible for the management and supervision of permanent and relief staff of all grades, ensuring professional and work practices consistently meets the required standard and that development and training needs of your staff are identified and pursued and that staff are rostered to attend scheduled training as required.
· Be responsible for the management and supervision of volunteers?

· Undertake staff development and support meetings with all staff working in your centre in line with agreed guidelines.

· Be responsible for the management of risk in each of the designated centres with consideration given to all safeguarding concerns
· Overseeing the implementation and effectiveness of safeguarding plans, etc.

· Management of incidents and complaints and auditing of same.

· Development and ongoing review of action plans as a result of internal audits, inspections, reviews, etc.

· Attend team meetings of the designated centres.

· Ensure that all required notifications are submitted in a timely manner.
· Participate in the On-Call rota on a rotational basis. 

The list of key duties is not exhaustive.

	Other Requirements of Post


	· Reliability and a flexible approach essential for position.

· Ability to conduct oneself in a professional manner throughout the course of one’s duties.
· Adherence to Ability West’s policies and procedures at all times. 

	Person Specification:

Essential Criteria


	· A minimum of 3 years in a management or supervisory role in the area of health or social care. 

· An appropriate qualification in health or social care management at an appropriate level (minimum level 7 degree)
· A proven track record of managing a residential service which meets quality, regulatory/legislative requirements.

· A proven track record of budget management. 

· Experience of report writing, personal support plans, people and roster management. 

· Full current driving license with access to your own vehicle (mileage will be paid at the appropriate rate).
· Excellent working knowledge of legislative/regulatory requirements and responsibilities. 


	Desirable Criteria


	· Experience in managing a unit for individuals with Intellectual Disabilities and co-morbidity.

	Key Competencies 
	· The ability to plan for the future needs of service users within the Unit.

· Genuine respect and empathy for diversity and individuality.
· Flexible, Responsible and mature approach to work. 

· Creativity (e.g. in using community resources, problem solving, dealing with Service User needs).
· Professional, accountable, good planning and time management skills.
· Good communication and interpersonal skills.
· Exceptional organisational skills also required.
· Excellent administrative and IT skills inclusive of IT based management systems. 


	Career Development


	All employees of Ability West will be afforded Training and Development opportunities in regard to Career Development. 

In addition, there will be substantial training in legislative, Health & Safety and other job-related training provided on an on-going basis. 

The HR department will work closely with all staff to ensure that all necessary Training opportunities are fair and transparent for all staff. 


	Post Holder Sign Off


	
	   Date
	

	Line Manager Sign Off


	
	   Date
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