
 

 
 

JOB DESCRIPTION 
 

 
Job Title:     Home Manager 
 
Reporting to: CEO 
 
Responsible for: All staff within the home (through the delegated command 

structure of appointed nurses-in-charge and other 
managerial/supervisory staff) 

                           

 

OVERALL PURPOSE AND RESPONSIBILITY 
 
 
The Home Manager will be responsible for: 
 

a) Ensuring overall compliance of the Home to appropriate Legislation, Regulations and 
Local Registration Authority Guidelines. To ensure compliance with appropriate 
Health & Safety, C.O.S.H.H., Fire and Fair Employment / Equal Opportunities 
Legislation. 

b) Keeping abreast of all new Legislation, Regulations and Local Authority Guidelines, 
and to ensure effective communication of the same to all staff. 

c) The implementation of the Augustinian Mission Statement throughout the home to 
provide the highest level of care to all our residents. 

d) The implementation of all Group Policies and Procedures throughout the home. 
e) Providing leadership and management to the staff 
f) The financial viability of the Home  

 
 
SPECIFIC DUTIES 
 
Care and Nursing Services 
 

1. To organise and manage care and nursing services to provide a high quality 
service to residents founded upon the philosophy and ethos of the Augustinian 
Sisters. 

 
2. To encourage residents to take decisions in matters, which affect them, 

maximising their potential for independence where possible. 
 

3. To oversee the establishment of effective individual care plans for each resident 
and to ensure that they are monitored effectively to meet the needs of the resident. 

 



4. To liaise with the G.P to ensure residents’ health is effectively supported. 
 

5. To ensure that appropriate recreational and social activities are planned and 
arranged and that residents are encouraged to participate as appropriate. 

 
6. To establish nursing and care standards, monitor the views and feedback from 

residents, relatives, and staff and review procedures accordingly to ensure quality 
standards are maintained to a high level. 

 
7. To oversee the handling and security of residents’ money and possessions. 

 
8. To ensure compliance with legislation in relation to nursing and care homes and 

build effective relationships with relevant Inspectors and other officials wishing to 
inspect the Home. 

 
9. To ensure accurate record keeping and documentation is maintained to meet both 

the legal requirements and those set out in the Group Policies & Procedures.  
 
Staff Management: 
 

1. To be responsible for the management, recruitment, supervision, appraisal, 
development and welfare of staff.  To monitor performance of staff and take 
appropriate action on grievance and disciplinary matters complying with the 
Home’s Policies and Procedures, liaising with the Human Resource Department 
as appropriate. 

 
2. To undertake appraisals of management staff within the Home. 

 
3. To provide leadership to staff through your local management team, working with 

them to empower staff and to set the parameters within which they will deliver a 
service to the highest possible standards, optimising the available resources. 

 
4. To ensure all staff have access to appropriate training and that new staff are fully 

trained and can undertake their jobs effectively and professionally. 
 

5. To work through your local Management Team to ensure the flow of information 
and deal with as appropriate. 

 
6. To promote the establishment of healthy internal working relationship. 

 
7. To ensure that working hours of staff are captured by the use of Caresys and 

authorised for payment by the Home Manager in a timely manner, and to meet 
the deadlines of payroll requirements.  

 
Home Services: 
 

1. To be responsible for the personal safety and care of all residents, clients and 
staff. 

 
2. To be responsible for ensuring the implementation of health and safety practices 

and procedures in line with Group Policies and Procedures to ensure that the 
Home’s legal responsibilities are met.  

 



3. To ensure compliance with COSHH and that systems are established and 
implemented accordingly, liaising with the Health and Safety committee, as 
appropriate. 

 
4. To liaise with the Health & Safety committee to undertake risk assessments and 

to ensure compliance of legislation and good working practices in relation to 
Health & Safety. 

 
5. To ensure compliance with RIDDOR reporting regulations and report any 

incidents to the Health & Safety Committee and liaise with them to ensure that the 
Health and Safety Executive or any other relevant Government body are notified 
as appropriate.  To ensure accident books are maintained and that all accidents, 
near misses or dangerous occurrences are entered and reported to the Health & 
Safety Committee. 

 
6. To ensure the implementation of fire protection and evacuation procedures. 

 
7. To be responsible for the security of the Home, liaising with the Estates Director 

as appropriate. 
 

8. To arrange planned maintenance / servicing / calibration, as appropriate, and / or 
repair of installations, equipment and appliances liaising with the Estates Director 
as appropriate. 

 
9. To be responsible for the general up-keep of the Home in relation to progressing 

all repairs and maintenance work, cleanliness and hygiene, maintaining in-house 
supplies with adequate provisions, operating cost effectively whilst ensuring safe 
storage. 

 
10. To maintain an inventory of all equipment within the home. 

 
Finance: 
 

1. To be responsible for managing and controlling the finances of the home through 
the maintenance of proper accounting records and budgets, using the home’s 
administrator, in liaison with the Finance Director. 
 

2. To monitor the financial performance of the Home ensuring effective controls are 
established. 

 
3. To advise the Finance Director in the setting of appropriate fee levels, and to 

ensure that fee invoices are raised in a timely manner, and that fees are collected 
without undue delay. 

 
4. To advise the Finance Director of potential uncollectable / bad debts as soon as 

possible. 
 

5. To liaise with the Finance Director as required to provide, or to obtain information 
relating to, the financial status and budgetary position of the Home. 

 
  



General: 
 

1. To ensure the involved commitment, motivation and flexibility of staff through 
proper organisation, leadership, job deployment and appropriate skill mix. 
 

2. To liaise with the Training Officer to provide training courses on specialist subjects 
for staff and to ensure induction of new staff, liaising with the Human Resource 
Department. 
 

3. To ensure the implementation and compliance of the Homes’ policies, 
procedures, codes of practice and initiatives to include equal opportunities and 
customer care. 
 

4. To assist with the formulation of Nursing and Care policies and procedures to 
support the Organisation’s strategies, plans, and initiatives. 

 
5. To establish and monitor agreed criteria for quality improvement and be 

responsible for providing the highest quality services incorporating best standards 
and practice and to work to continually improve standards, promoting the Home 
to its residents and those seeking assistance from the Organisation. 

 
6. To promote the Home, and develop relationships to maximise the opportunities to 

bring in privately funded residents to ensure the continued long term viability of 
the home.  

 
7. To attend to all mail addressed to the home, ensuring that receipts are banked in 

a timely manner, and that resident’s personal post is appropriately handled. 
 

8. To liaise with the Registration authority’s Inspection Unit in respect of the 
continuing Registration of the Home under the appropriate Legislation and 
Regulations. 
 

9. To monitor, and act upon, all complaints received from residents, relatives and 
staff. 
 

10. To undertake any other duties that may be reasonably be required by the Head 
of Care. 
 

The Home Manager will NOT be responsible for the maintenance of the grounds and / or 
agricultural / farming activities and / or property letting issues relating to the site. However 
s/he will be expected to bring to the attention of the Estates Director any issues of concern, 
and to provide appropriate support facilities to staff involved in these activities locally. 
 
 
Note: No job description can cover every issue which may arise within the post at various 
times and the post holder is expected to carry out other duties from time to time which are 
broadly consistent with those in this document. 
  



 
PERSON SPECIFICATION 

 
 
JOB TITLE:  HOME MANAGER 
 
 
 
 
QUALIFICATION:  RMA or RGN willing to undertake course relating with the elderly 

mentally ill 
 Appropriate NVQ/SNVQ level IV qualification (or must be prepare to 

undertake this within reasonable timescale to meet imminent 
regulatory requirements)  

 
EXPERIENCE / Previous nursing experience of elderly persons and those with special  
KNOWLEDGE needs. 
 Experience of managing staff 
 Experience of managing budgets 
 Knowledge and understanding of legislation and local authority 

requirements relating to Nursing and Care Homes. 
 
 
ABILITIES /  Ability to lead, motivate, manage and develop staff 
SKILLS Ability to communicate effectively both verbally and in writing 
 Ability to manage change 
 Good administrative and organisational skills 
 Ability to set goals and targets within a quality assurance framework 

and to monitor performance against them 
 An understanding of the issues and needs that face people moving to 

The Home. 
 Good presentation and interpersonal skills 
 Ability to manage the tension between cost and quality 
 Ability to meet deadlines and targets 
 Ability to work effectively to lead the local Management team 
 Ability to problem solve 
 Self-motivated 
 Decision making skills 
 A commitment to equal opportunities 
 A commitment to the values and ethos of the Organisation 
 Ability to work flexibly and also to work irregular hours in order to 

achieve the job 
 
 
 


