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	JOB DESCRIPTION

	Job Title 
	Community Hives Manager

	Unit
	Community Services 

	Responsible To
	Chief Executive Officer

	Responsible For
	Community Dementia Hive Team

	Salary
	£k per annum 

	Hours of Work
	37.5 hrs per week flexibly

	Role Category
	Operational Leadership



	Job Requirements

	Essential
	· Good knowledge of experience of working with people affected by dementia
· Experience of managing staff and customers facing services
· A good understanding of the issues associated with people affected by dementia 
· Good networking skills with contacts in the NHS, WSCC and other voluntary groups
· Excellent KPS recording skills with the ability to produce timely and accurate reports when required.
· Ability to be innovated  
· Ability to work on own initiative. 
· A good understanding of running service to budgets
· 

	Desirable
	
· Experience of working in multi-agency partnerships 
· Knowledge of local councils and their working mechanisms.
· An understanding of the Data Protection Act and the Human rights Act 




Job Purpose
· To work under the direction of the CEO and COO in managing the Community Dementia Hive’s and provide a wide and varied range of services specifically aimed at assisting the lives of people affected by dementia and to manage the Deputy managers that work within those services. To manage budgets and to ensure services remain in budget at all times. To work with the CEO and COO on creating new and inventive services that could potentially be full cost recovery services. 

· To promote in a positive and professional manner the image of Beehive Care Group






Main Duties


· To support the management, administration and communication requirements of the Community Dementia Hive’s in the delivery of the strategic plans for Beehive Care Group and their dementia services.
· To manage, coach and provide supervision to Hive Deputy managers and other roles specifically working within the Community Dementia Hive and its associated services. 
· To communicate, support and work closely with the Carers and families. 
· To support all Community Dementia Hive staff and Support workers in completion of mandatory training on time.
· To act as primary contact with private, voluntary and community sector groups, working with them to promote, support and enable the work of the Community Dementia Hive to be followed through.
· To contribute to the continued development of the Dementia network 
· To work closely with other organisations tasked with delivering local services specifically aimed at people affected by dementia.
· To coordinate partner press and publicity efforts to promote the work of the Community Dementia Hive and its services and to promote awareness of dementia in general. 
· To keep abreast of new developments in relation to the treatment of dementia, local services and general awareness of what is provided elsewhere across our locality.  
· To collect and collate statistical information and to keep accurate records and case studies.  
· To manage an operational budget in relation to all services.
· To carry out such other duties that may reasonably be required by the role.
· Experience of working with and assisting to recruit volunteers.  
· To regularly attend training and team meetings. 


Health and Safety

· As an employee you have a responsibility under the Health and Safety at Work Act 1974 to:

· Take reasonable care of yourself and others at work
· Co-operate with Beehive Care Group to ensure the laws relating to health and safety are not broken.
· Report any problems or concerns about health and safety to the Chief Executive Officer or a member of the Board of Trustees.




Equal Opportunities

· Beehive Care Group is committed to anti-discriminatory policies and practices and it is essential that the post holder is willing to make a positive contribution to their promotion and implementation.


Confidentiality

· The post holder is required to observe strict and complete confidentiality regarding information obtained during the course of his/her duties.


Scope of Job Description

· This job description reflects the immediate requirements and responsibilities of the post. It is not an exhaustive list of the duties but gives a general indication of work undertaken which may vary in detail in the light of changing demands and priorities. Substantial changes will be carried out in consultation with the post holder. 


	· Signature
	

	· Name
	

	· Date
	




a. 
BEEHIVE CARE GROUP ROLES SPECIFICATION


	Leadership Levels

	· Frontline Worker
	· Applies to all staff without a direct supervisory or management responsibility working directly with or for the users of our services or within a support function.  For example housekeeping assistant, care workers, support workers and administrators

	· Frontline Leadership
	· Applies to all staff with a supervisory responsibility working directly with or for the users of our services or work without direct supervision within a support function.  For example, senior care assistants, senior support workers, head cook, deputy managers 

	· Operational Leadership
	· Applies to all staff with direct line management responsibility for a service, a defined group of staff and/or for a support function.  For example registered managers, service managers, office managers. 

	· Strategic Leadership
	· Applies to all senior managers with responsibility for the strategic direction and operational management of Beehive Care Group.  For example, Chief Executive Officer and Trustees 
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