Isle of Wight Council
Job Description

Identifying Facts
Title of Post: Assistant Manger
Directorate: Community Wellbeing and Social
Care
Section: The Gouldings
Responsible to: The Manager

Post No: 45007135
Date: 29/03/2021

Job Purpose
The Assistant Manager is responsible to the Manager. The Manager acts as a Team
Leader, co-ordinating the skills of the Assistant Manager and Care Staff and is
expected to make use of these skills in developing various areas of responsibility.
Therefore the Assistant Manager will have delegated to him/her certain duties of the
Manager. In addition, he/she should carry out whatever duties the Manager wishes
him/her to do.
The Assistant Manager should be familiar with them and capable of carrying out
these duties.
Major Tasks
1. Promote equality as an integral part of a role and treat everyone with fairness
and dignity.
2. To develop and maintain a generic skill set that allows the Isle of Wight
Council to employ your skills, abilities and experience across the Council and
its formal partnerships as needed.
3. The internal management of the home, including office work and keeping of
records and accounts.
4. The reception of the residents on admission and to complete appropriate
procedures, including booking in of medication, completing risk assessments
and all other paperwork to evidence a staff admission.
5. Work with Reablement leads in accepting residents to the home in a timely
manner.
6. Work alongside the therapy team to support the best outcome for individuals.
7. Managing day to day shift.
8. Create and maintain good staff relationships.
9. Under the professional direction of each resident’s medical practitioner,
dealing with illness, accidents and emergencies requiring first-aid and home
nursing skills, including the administration of medication as required.

10. Ensuring that the residents receive the appropriate medical and health
services.
11. Training staff in the practical implications of assisting the residents in their
daily lives. Undertaking training and supervision as appropriate.
12. The working out of rotas and organising monthly staff meetings.
13. To ensure operation of the establishment to comply with relevant legislation
and policies.
Community
In order to avoid isolation of both residents and staff, the Manager is
responsible for:
•

Fostering the goodwill of the local community.

•

Involving the residents’ relatives and friends in the interests of individual
residents and the home, offering both practical and emotional support as
required.

•

Liasing with agencies and professionals so as to develop and maintain good
working relationships.

Other Duties
Undertake such other duties and responsibilities as are commensurate with the
status, reward and spread of accountabilities of the position.
Generic quality statement: The Isle of Wight Council expects that its staff will
adhere to its policies and procedures. All members of staff are expected to be
familiar with procedures and undertake appropriate activities to support their learning
and development.
Safeguarding - The Isle of Wight Council is committed to safeguarding and
promoting the welfare of children and vulnerable adults and operates stringent safer
recruitment practices.
Diversity and Equality - All employees are expected to treat others with dignity and
respect.
Health and Safety - The Isle of Wight Council has a duty to protect employees and
all employees have a duty to protect themselves and others from harm as far as is
reasonably practicable.
Data Protection and ICT Security – All employees are required to ensure that any
information or data collected or input in to a council system complies with the
standards set out and any associated processes that are specific to an area of work.
This job description is correct as at the date given above. In consultation with the
postholder it is liable to variation by management to reflect or anticipate changes to
the job. As a term of employment the postholder may be required to undertake other
duties in this post or, following consultation, any other post in any of the Isle of Wight
Council's Directorates.

