
 

 

 

 
JOB DESCRIPTION 

Oaks and Acorns Assistant Manager 
 

General: The Rose Road Association is a Registered charity whose aims are to 
enhance the lives of disabled children, adults and their families by 
providing a wide range of essential, information and support services 
across Hampshire and the surrounding counties. The post holder will 
be expected to operate in line with our workplace values which are: 
Working Together, Person Centred, Trust and Respect, Pride and 
Passion, Quality and Standards, Fun and Celebration. 

  
Responsible to: Registered Manager 

  
Hours: Full time, 37 hours per week worked across shifts including evenings, 

weekends, and sleep ins. 
  
Salary: £23,311 - £25,206 (dependent on qualifications/experience) 
  
Conditions & 
Benefits 

The Rose Road Association is an equal opportunities employer.  All 
staff undergo regular Supervision and an annual appraisal.  
Normal Association conditions of service apply:  

• 33 days annual leave per annum rising to 36 days after five 
years continuous service (including bank holidays). 

• Contributory pension scheme 

• Paid sickness (following 3 months service) 

• Training and Development 

• Employee Benefit and Wellbeing Programme 
  
Closing Date: 24th January 2021 
  
DBS Check: This post is subject to an Enhanced Disclosure by the Disclosure & 

Barring Service. 
  
Qualifications: NVQ Level 3 Health and Social Care or relevant equivalent. 
  

  



 

 

Purpose: To work as part of the service management team supporting the 
manager in delivering high standards of support to service users and 
providing support and leadership to staff. 
 

 

• To take responsibility for the management of the service and 
staff on shift in the absence of the manager, making day to day 
decisions and carrying out tasks as delegated 

• Line management of a group of staff as directed by the 
Registered Manager 

• Leading a shift as required including medication administration 

• Outreach sessions as required 

• Activities sessions as required 

• Assisting the manager in recruiting, training, and supporting 
staff 

• Supporting the manager in the achievement of financial 
objectives 

• As determined by the Registered Manager and in the needs of 
the service, working regularly as part of the shift to provide 
personal support and assistance to service users 

• Provide personal care and support to service users as required. 

• To assist the manager in preparing rotas and work schedules 
to meet the needs of service users 

• Participating in an on-call rota. 
 
Job breadth and communication: 

• Supporting the process in relation to monthly visits and 
announced inspections, liaising where required with CQC, OFSTED 
and other key agencies 

• Attendance at and organisation of service users’ reviews. 

• Support the Registered Manager to foster positive links with the 
Safeguarding Team within the local Social Services Team and to 
ensure that procedures are followed 

• Ensuring that policies and procedures are maintained, are up to 
date, and have been shared with all staff 

• Sharing relevant information with staff and service users that has 
been cascaded by the service manager and feeding upwards 
issues, comments and ideas. 

• Co-ordination of volunteers as required. 

• Keeping information about the service up to date and available for 
internal and external stakeholders.  

  



 

 

Decision making 

• Working to ensure that the needs of the people that we support 
are regularly assessed, recorded and reviewed, using a “person-
centred” approach, involving all key stakeholders in the process. 

• Contributing to the pre-placement assessment procedures and to 
providing the opportunity for individuals to trial the service 

• Ensuring that service users have the opportunity to develop a 
range of skills which encourage independence and the 
achievement of personal objectives., including access to leisure, 
day and employment opportunities which meet their needs and 
wishes 

• Supporting each individual in such a way that their health, 
welfare, spiritual, cultural and religious needs are met and that 
they have the opportunity to participate in and access community 
facilities 

• Ensuring that there is an appropriate delegation of duties to 
support workers within the service on a day to day basis in line 
with agreed support and care plans and ensuring that these are 
being implemented to the full. 

• Ensuring that the principles of Co-production are adhered to 
when key decisions are made  

• Ensuring that all staff keep accurate and up to date records 
(including the administration of medication), making sure that 
relevant professionals and other staff are kept informed of needs, 
significant events and any changes. 

• Making sure that people that we support are protected from harm 
and where necessary to take on the role of the Designated 
Safeguarding Lead (DSL). 

• Giving people the opportunity and support, where they wish, to 
maintain links with family and friends. 

 
Problem solving 

• Assisting the Registered Manager in implementing an agreed 
system of quality assurance that measures how well the service 
meets its aims and objectives.  

• Ensuring that service users are aware of the complaints policy and 
procedures and encouraged to use this;  

• Completing returns and monitoring performance in this area 

• Contribute to the process of carrying out regular service user 
surveys. 

• Supporting service users to access advocacy support when 
required. 



 

 

• Ensuring that staff are aware of the Whistle-blowing policy and 
procedures and encouraged to use it when appropriate. 

• In line with Rose Road’s policies and procedures, ensure a safe 
working environment; contributing to risk assessments. 

• Supporting the Registered Manager in planning to ensure that 
staff are trained and are proactive in assessing and reporting risk. 

• Ensuring that staff operate with appropriate equipment and 
materials to undergo their work in a safe and healthy way. 

  
Accountability and impact 

• Assisting the Registered Manager in producing and monitoring 
the budget on an annual basis  

• Assisting the manager in ensuring that H&S requirements are met, 
including the completion of risk assessments and meeting training 
requirements.  

• Contributing to the Full Cost Recovery process alongside 
colleagues, ensuring that there are clear assessments and support 
plans in place which allow accurate costs to be identified.  

• Working as part of the team to ensure that occupancy and growth 
targets are met. 

• Working with the Service Manager to ensure that staff resources 
are maximised, with minimum use of agency staff and overtime  

• Monitoring absence levels and implementing sickness 
management policies  

• Supporting the Registered Manager in any capability and 
disciplinary issues within the service  

• Ensuring that staff receive appraisals (PDPs) and 1:1 supervisions 
within agreed time-scales 

• Writing reports as required and ensuring that accurate records 
are kept  

• Contribute to the contract monitoring returns or complete in the 
absence of the manager 

  
  



 

 

  

 
PERSON SPECIFICATION  

Assistant Manager 
 

 

Requirement Essential Desirable 
Education & Training   

NVQ Level 3 in Health & Social Care or relevant qualification 
Driving Licence and access to a vehicle 

E  
D 

   

Experience & Knowledge / Skills & Abilities   

Understand the principles and values that underpin service provision 
for disabled children and adults. 
Knowledge of disabilities 

E 
 

E 

 
 

 

A good level of experience in supervision staff and dealing with staffing 
issues 

 
 

D 
 

Knowledge of Health & safety requirements E  

Leadership and Management Award or prepared to work towards it.  
Good IT Skills 

E 
E 

 
 

Demonstrate experience of supporting people with a disability E  

Be prepared to become a trainer in a core subject as directed by the 
Registered Manager 
 

E 
 

 

Personal Attributes   

Self-motivated with a passion and desire to improve services for 
children and young people 

E 
 

 

Alignment with the Associations vision and Values and a Commitment 
to working in partnership across all services 

E  

Flexibility to work hours in evenings and weekends  E  

   

 


