
                  Orchard Vale Trust 
Supporting Adults with Learning Disabilities to Live Life to the Full 
 

 
Job Description 

 
 
 
Post:      Registered Home Manager 
Home:    East Court 
Location:     Doctors Hill, Wookey, Wells, Somerset 
Pay scale:    £30,500.00 - £32,250.00 
Work pattern:   Full time 
Hours per week:   37.5 
Responsible to:     Operations Manager 
 
 
 
Overall Purpose and Objectives 
 
To manage the day to day running of East Court; providing leadership, management and 
support to the staff team in order to meet the needs of residents and the changing demands 
of professional care delivery. 
 
The registered manager, along with the registered provider, is legally responsible and 
accountable for compliance with the requirements of the Health and Social Care Act 2008 
and associated regulations, including the Health and Social Care Act 2008 (Regulated 
Activities) Regulations 2014 and the Care Quality Commission (Registration) Regulations 
2009  
 
To work with the senior management team to ensure residents are supported in accordance 
with the ethos, policies and practices of Orchard Vale Trust and with current best practice as 
set out by Care Quality Commissions (CQC) regulations, other relevant legislation and 
guidance. 
 
 
 
Main Duties and Responsibilities 
 
Compliance  
 
To ensure the home meets, and exceeds, the requirements of all relevant legislation and the 
national standards of care issued by CQC. 
 
To implement the Trust’s strategies, policies and practices for the delivery of care to its 
residents. 
 
To ensure the delivery of safe, personalised care to each individual resident through 
assessment, person centered planning and regular reviews of the service. 
  
To maintain a high standard of care working with colleagues to manage services. 
 
 
 
 
 
 
 



 
                   

 

 
 

Patron: Dame Judi Dench  
Registered Charity Number: 326940 

 
East Court, Doctors Hill, Wookey, Wells, Somerset, BA5 1AR  |  Telephone: 01749 671 706  |  www.orchardvaletrust.org.uk 

Care 
 
To ensure the delivery of person centered care and support that promotes independence, 
choice and dignity to enable our residents to live as independently as possible. 
 
To assess the needs of each individual resident and to devise care plans which meet their 
needs and aspirations and which will enable them to achieve these goals. 
 
To ensure that each resident is able to exercise choice in all areas of their life and assist 
them to gain, develop and maintain the necessary skills and competencies to maximise their 
full potential. 
 
To ensure that residents are able to have a presence in both their local and wider 
communities by providing them with opportunities for work, education and recreational 
activities. 
 
To ensure that each resident is treated with respect and that they are afforded privacy and 
dignity both within the home and outside it 
 
 
Home Environment 
 
To ensure that the home provides a safe, clean, well-maintained, and homely environment 
for its residents comfort. 
 
To ensure that the residents personal space i.e. bedrooms and bathrooms suit their needs 
and lifestyle and promote independence and privacy 
 
To ensure that the communal spaces complement and supplement resident’s individual 
rooms. 
 
 
Staffing 
 
To manage the home staff team. 
To identify recruitment needs and to develop plans to ensure the service is appropriately 
resourced. 
 
To ensure the home is appropriately staffed with an effective staff team, suitably qualified, 
skilled and experienced to meet the residents needs at all times. 
 
To ensure staff have clearly defined job descriptions and that they understand their own and 
each other’s roles and responsibilities. 
 
To ensure staff are appropriately trained for their roles and responsibilities and that all staff 
within the team have access to appropriate training and learning opportunities. 
 
To be routinely involved in a range of human resources duties including: 

 Workforce planning 
 Recruitment and selection 
 Training 
 Supervisions and appraisals 
 Procedures such as Flexible working/maternity/disciplinary 
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 Absence management 
 
To establish and maintain effective two way communication to ensure the whole staff team 
are aware of and can contribute to operational and strategic developments, e.g. team 
meetings, staff bulletin. 
 
To put systems in place to ensure healthy working practices and that staff receive relevant 
information to fulfil their health and safety responsibilities. 
 
To ensure staff are familiar with and work in line with Orchard Vale Trust’s policies and 
procedures. 
 
To offer guidance, support and advice to staff at all levels. 
 
 
Quality Assurance 
  
To implement and maintain an effective quality assurance program to promote high quality 
and best practice and continuous improvement of the home in line with Orchard Vale Trust’s 
policies. 
 
To have monitoring procedures and processes in place to ensure high standards are 
continuously met. 
 
To evaluate the service provided through regular reviews, questionnaires, analysis of 
complaints and compliances etc. 
 
To ensure good and safe practice in all activities relating to residents care. 

 
To resolve complaints and share compliments in accordance with Orchard Vale Trust’s 
complaints and compliments policy.  
 
 
Finance 
 
To implement the Trusts financial strategies, policies and practices. 
 
To prepare cost analyses of the care provided to residents and to update these in the light of 
changing needs of individuals and the group as a whole. 
 
To agree with the Chief Executive and Finance Manager an annual home budget that is cost 
effective and meets the assessed needs of residents. 
 
To manage the homes budget so that it meets the targets agreed with the Operations 
Manager. 
 
To develop operational controls with the senior team to ensure a commitment to cost 
effectiveness and value for money. 
 
To oversee the distribution of residents personal allowances and to ensure that accurate 
records are kept of their income and expenditure. 
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Administration 
 
To keep up to date the statement of purpose setting out the aims, objectives and philosophy 
of the home, its services and facilities and terms and conditions 
 
To provide prospective residents with a service users guide to the home 
 
To develop and agree a written and costed contract/statement of terms and conditions 
between the home and individual residents or their representatives. 
 
To ensure that information given in confidence by residents and/or their representatives is 
handled and stored in accordance with the Trust’s written policies and procedures and the 
Data Protection Act 2018. 
 
To ensure that the homes records are accurately kept and updated in order to comply with 
the Trust’s policies and practices and current legislation e.g. Care Standards Act 2008,  
Health & Safety at Work Act. 
 
To ensure that the homes information technology systems are used in accordance with the 
Trusts written policies and procedures and the Data Protection Act 2018. 
 
 
Development and Organisational 
 
With senior management assist in the strategic development of the Trust and assist with the 
identification and development of strategies for the planning and delivery of quality 
innovative residential services 
 
To manage projects that will improve the efficiency and effectiveness of the home 
 
To produce monthly management reports and attend senior management team meetings 
 
To assist the development of appropriate systems and procedures 
 
To prepare reports for quarterly Trust Board Meetings 
 
To attend and contribute to strategic meetings within the Trust, including senior management 
team, policy & procedure and the professional development forum. 
 
To prepare reports and attend Families/Friends of OVT meetings as part of the Quality 
Assurance policy of the Trust 
 
To support fund-raising events held by OVT in accordance with its function as a charitable 
organization. 
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Person Specification 
 
Qualifications/Experience  
 

QCF Level 5 (or equivalent) in Management (this is not essential but you must be willing to 
work towards this qualification within the first 12 months of service) 
 

5 years’ experience of working in residential care for people with learning disabilities and 
challenging behaviors (preferred)  
 

3 years’ experience at a management level 
 

Budget management 
 

People management 
 

IT Skills 
 
 
Skills/Competencies 
 

Knowledge of CQC regulations and other relevant legislation 
 

Knowledge of the underpinning values and theory informing current best practice in care 
 

Excellent communication, observing & listening skills 
 

Ability to asses an individual’s care support and needs 
 

Strong leadership to maintain national quality standards 
 

Ability to organise and manage staff 
 

Ability to support, coach and train staff to achieve 
 

Ability to negotiate and manage a budget 
 

Ability to keep clear, accurate and concise records 
 

Ability to prepare and write reports 
 
 
Personal attributes/qualities 
 

Commitment to the principles and practice of care for people with learning disabilities 
 

Caring approach 
 

Reliability 
 

Open, inclusive style of interaction  
 

Positive outlook 
 

Supportive 
 

Energetic 
 

Honest and respect for confidentiality  
 

Confident approach to dealing with management issues 
 

A passion for delivering a high standard of residential care to adults with learning disabilities 
 

Ability to remain calm under pressure 
 


