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Job Title:
PIC Team Leader/ Quality Assurance Co-Ordinator
Reports to:
National Director
Hours:
39 Hours per week (split over respite and QA Department)
Accountable to:
National Director
Purpose of Job:
Undertake all daily activities and routines of the service, which includes direct service user contact, household tasks and administrative procedures.  He/she is expected to establish and maintain high levels of working practice within the organisation. Responsible for managing the service effectively, to create a regime which achieves a homely and safe atmosphere and which takes into account the needs of each service user.  This requires an awareness of the effects and opportunities of group living in the community, and recognition of the personal dignity of the individual. .  
To assist the Area Manager by carrying out internal quality audit of services and processes in line with HIQA standards.  To co-ordinate and streamline organisation procedures, liaise with Area Managers and Team Leaders and initiate process improvement plans where necessary.  This role may include travel to the U.K.

SUMMARY OF MAIN RESPONSIBILITIES

Administration:
· To write reports and carry out assessments as necessary.
· To monitor the service users progress or otherwise, and make the necessary reports.

· To report accidents and incidents to the Area Manager, in accordance with the organisation’s procedures.  
· To be involved in the admission procedure for service users.  
· To hold regular team meetings.  
· Supervise, appraise and support each member of staff on an individual basis and at regular intervals.

· Assist in the recruiting and selection of staff, in accordance with the organisations procedures.

· Participate in any grievance, complaint or disciplinary action, in accordance with the organisations procedures.

· Assist and support staff in developing and implementing service user’s individual programmes.

· Draw up and implement staff duty rotas.

· Compile and prepare the wages for the staff team and submit them on the deadlines required.
· Maintain the finance at the unit, including the service user’s own money and the unit’s petty cash, in accordance with the organisations procedures.

· Ensure that agreed budgets are not over spent and liaise with the Area Manager to prepare the annual budget.

· Liaise with other agencies as necessary.
· Provide procedural guidance on day to day service processes in line with HIQA guidelines.
· Responsibility for creating quality audit programs to review various service processes to ensure HIQA standards are being met.
· Co-ordinate with the Area Managers/Team Leaders to discuss quality control standards within their specific areas.
· Quarterly meetings with the UK Quality Assurance Co-Ordinator and sister services in the UK in conjunction with the Area Manager.
· Update documentation in line with legislation and good practice. Maintain ASDI`s HIQA matrix following inspections and ensure all actions are adhered to. Maintain all ARU service records to devise quarterly reports. Ensure HIQA/HSE are informed of all quarterly notifications in a timely manner
· Conduct Internal audits of service procedures to evaluate compliance and provide a non-conformance report to the management team.
· Initiate process improvement plans with service unit Team Leaders as appropriate.
· Provide quarterly service quality reports to management including audit results and status of process improvement plans.
· Work as part of a team developing good links with all Team Leaders and Area Managers. 
· Produce reports, correspondence and documents to a high standard of layout and accuracy.
· Lead and evaluate PROACT SCIPr training team/HACCP and any other training as required
Household:

· Ensure that all health and safety, fire and maintenance issues are dealt with effectively and efficiently to the necessary requirements and/or standards.

· Ensure that transport needs are adequate to meet the needs of the service users’.  
· Ensure any equipment used within the unit is maintained, used and stored in accordance with the organisations procedures.  
Service Users/Residents:

· Attend/contribute to and chair case reviews.
· Administer medication to the service users’ in accordance with their G.P.’s wishes and in accordance with the organisations procedures.

· Report to the Area Manager any problems regarding health, safety, behaviour and general welfare of the service users.

· Liaise with external agencies and/or families to establish the best interests of the service users.  
· Ensure that appropriate leisure time activities are available for the service users in their local community.  
Teamwork:

· To manage the staff team effectively, in ways which promote harmony and good team work.  
· Identify individual and collective staff training needs, by consultation with the individual staff members.  To plan, organise and execute training and development through goal planning.  
· To lead staff training courses where appropriate.  
· Ensure that new staff are inducted to the service users and the unit in accordance with the organisations procedures.  
· Work in accordance of agreed policies and procedures of the organisation.

Personal Development:

· Training needs and abilities will be assessed at regular intervals.  
· Training will be provided through staff meetings, supervision and appropriate internal and external courses.
He/ She will be expected to become involved in the training of staff and attend courses where appropriate.  They will also be expected to feed back to other members of the team the information and knowledge gained from any training attended.
General:

· He/ She will be expected to work designated periods of rotation of the on call rota reporting to the Area Manager any serious incidents or accidents.  

· He /She will be expected to attend and support particular functions and events throughout the year.

· To work to agreed policies and procedures of the organisation.

· Do not at any time act in such a way as to bring the organisation into disrepute.
· Be polite courteous and professional to all family members, professionals and visitors.  
· Any other duties as reasonably requested, relative to the objective of the post.

· Confidentiality must be maintained to a very high standard.

This job description is not definitive and will vary in accordance with the changing needs of the service users and the organisation.

Signed: …………………………..

Date: ……………………………..
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