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	Job Description

	
	Deputy Manager

	
	Reporting to:
	Registered/Service Manager 

	
	Responsible for:
	Support Workers/Senior Support Workers



Aims of the post
Phoenix Learning & Care (PLC) is a diverse and compassionate organisation that provides a range of supportive services for young people and adults. Our work spans supported living, residential care, and educational environments, all designed to promote growth, independence, and wellbeing.
Our environment is built on the principles of total communication, where every interaction counts and every voice, spoken or unspoken, is valued. Creating a safe, empowering space where each person is respected, understood, and supported to thrive.
The post holder will work collaboratively within this environment and will be accountable to the Registered Manager and the Area/Operations Manager, helping to foster a culture of empathy, consistency, and high‑quality care. They will lead the team in delivering and continuously striving for outstanding support in line with CQC standards, local authority requirements, company policies, procedures, and all relevant legislation.
Main purpose of the job
· To safeguard the welfare of everyone who uses or works within the service, ensuring a safe, supportive and respectful environment.
· To contribute to the ongoing success of the service by maintaining, enhancing and further developing high operational standards.
· To ensure that all practices and procedures uphold the rights, dignity and choice of individuals using the service, fostering a dynamic, caring and person‑centred culture. This includes working innovatively and flexibly to deliver effective, appropriate support that leads to positive outcomes.
· To ensure that all team members understand their responsibilities and the expectations placed upon them in relation to company policies, regulatory requirements and legal obligations.
· To remain fully informed of current local and national legislation, regulations and policy developments.
· To monitor and interpret legislative and regulatory changes that may impact the service, sharing relevant updates with the team in a clear and timely manner.
· To promote an ethos of care that is inclusive, responsive, user‑led and transparent, reflecting the values of Phoenix Learning and Care.
· To represent and promote the service and organisation to external professionals and agencies, building strong and positive working relationships.
· To ensure that the environment and available resources consistently meet the needs of individuals who use the service.
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Leadership
1.1 Providing day‑to‑day guidance, encouragement, and supervision to support workers, helping them deliver consistent, high‑quality care.
1.2 Offering mentoring and training to promote the growth and confidence of team members.
1.3 Ensuring the team understands and follows policies, procedures, and best practice, offering support where clarification is needed.
1.4 Facilitating team meetings, return‑to‑work discussions, and one‑to‑one sessions, sharing constructive feedback in line with guidance from your line manager.
Operational Management
1.5 To provide support and guidance to Senior Support Workers through supervision, regular meetings, development plans and direct line management, ensuring they continue to build the skills needed to effectively lead their teams. 
1.6 To ensure regular staff meetings are held and accurately minute, with any resulting actions followed up promptly and appropriately. 
1.7 To support the effective management of rotas, ensuring the needs of the people we support are met in accordance with Local Authority contractual requirements.
1.8 To uphold Phoenix Learning and Care’s codes of conduct at all times, demonstrating a high level of professionalism and setting clear standards for others. 
1.9 To support team members in maintaining accurate and up‑to‑date individual files, ensuring they are reviewed and revised as required. 
1.10 To work alongside the Registered Manager to develop, manage and implement an annual development plan for the service. 
1.11 To identify training needs and, in collaboration with the Learning and Development team, arrange appropriate training, including induction and any additional development required. 
1.12 To monitor the effectiveness of all systems and procedures, and to introduce improvements where necessary to enhance service delivery and the quality of care provided. 
1.13 To ensure high standards of medicines management, including the ordering, storage, recording and administration of medication in line with current legislation and company expectations. 
1.14 To undertake on‑call duties and provide shift or sleep‑in cover when required. 2.11 To manage health and safety requirements in accordance with legislation and company expectations. 
1.15 To carry out any additional duties as requested by the Registered Manager, Area Operations Manager or Operations Director.

Safeguarding
1.16 Upholding safeguarding principles to protect individuals from harm, neglect, or abuse.
1.17 Supporting the team to work within the regulatory framework, including Care Quality Commission (CQC) requirements.
1.18 Acting as a point of contact for safeguarding concerns and escalating issues appropriately.
Commercial & Finance
1.19 Has sound financial acumen and is able to read numbers easily.
1.20 To monitor the Services’ budgets and Key Performance Indicators to deliver financial results in line with budgeted performance. 
1.21 To deliver high quality services achieved through the involvement of customers, employees and other stakeholders.
1.22 Works with the Commercial Team to ensure sustainable occupancy/delivery levels in line with budget are delivered.
1.23 To monitor, oversee and audit the financial arrangements within the Services to ensure they are being conducted with absolute fiscal probity.
Business Analysis, Metrics, Reporting & Projects
1.24 Devise and regularly evaluate management reports (including devising ad-hoc specific reports) to ensure awareness and understanding of business information to drive performance.
1.25 To produce professional business reports that accurately convey the risks to the business and/or the current state of their portfolio.
1.26 Participate in the planning, implementation and ongoing delivery of projects as directed by the Executive Management Team (EMT). 
Health, Safety & Wellbeing
1.27 Monitoring the physical and emotional well‑being of individuals and sharing any concerns or changes with your line manager promptly.
1.28 Administering medication where appropriate and ensuring all procedures follow current legislation and organisational policies.
1.29 Completing audits, risk assessments, and taking proactive steps to reduce or manage risks.
1.30 Supporting infection control practices and reporting any issues that may compromise safety.
1.31 Work with the EMT to support the delivery of the ‘Wellbeing Strategy’ providing feedback on its success and to drive continuous improvement. 
1.32 Understand when RIDDOR reports should be generated and ensure managers do so appropriately in every instance.
1.33 Take care of your own health and safety and that of people who may be affected, including People we support, fellow colleagues and visitors by what you do (or do not do).
1.34 Cooperate with others on health and safety, and not interfere with, or misuse, anything provided for your health, safety or welfare.
1.35 Follow the Company’s Policies and procedures, training and instruction you have received while at work.
1.36 Immediately report any Health and Safety concerns to your manager.
Relationships
1.37 Supporting individuals with daily living activities, including personal care, meal preparation, household tasks, shopping, and budgeting.
1.38 Encouraging independence and confidence, helping individuals engage in community life and meaningful activities.

1.39 Promoting inclusion, choice, and autonomy, ensuring each person’s rights and voice are respected.
Personal Responsibilities
1.40 Maintain a clear understanding and providing up to date knowledge of the legal frameworks within which our services operate; supporting to develop relevant policies in line with current legislation and keeping abreast of modern procedures and best practice. 
1.41 To be responsible for organising and prioritising own workload daily and strategically.
1.42 Understand your responsibilities for safeguarding when interacting with People we support, their personal information and when visiting any of our services. 
1.43 To maintain appropriate confidentiality of information relating to the Company and its employees and maintain compliance with the Data Protection Act and General Data Protections Regulations (GDPR).
1.44 This role will act as a role model for the Phoenix Values and Code of Conduct.


Person Specification
APP – Application          INT = Interview          AST = Assessment

	
Essential Criteria 
	Measurement

	
	APP
	INT
	AST

	Strong understanding of Supported Living Services
	X
	
	A/I

	Up to date knowledge of the relevant legislation governing the Social Care/Supported Living sector.
	X
	
	A/I

	Ability to work with a diverse range of people.
	X
	
	A/I

	Sound understanding of CQC regulations and requirements, including future plans and changes. 
	X
	
	A/I

	A committed and competent individual who is able to lead and support the team at times of crisis.
	X
	
	A/I

	Approachable, supportive and considerate to the individuals needs.
	X
	
	A/I

	Kind compassionate and caring individual who understands the level of responsibility the post holds.
	X
	
	A/I

	Minimum of 2 years’ experience in a Senior Social Care role. 
	X
	
	A/I

	Hold a qualification in Health & Social Care Level 3 or 4 and a willingness to further their experience where highlighted by the management team. 
	X
	
	A/C

	Strong leadership skills, good communicator, forward thinker. 
	X
	
	A/I

	Self-motivated (1) Ability to work on own initiative and organise workload, allocating work as necessary.
(2) Ability to make decisions autonomously, when required, on difficult issues.
	X
	
	A/I

	Good organisational skills.
	X
	
	A/I

	Willing to undertake additional duties in order to meet the running needs of the service.
	X
	
	A/I

	Able to work as part of a Senior Management Team and to lead a team.
	X
	
	A/I

	Manage rotas effectively in line with contractual arrangements. 
	
	X
	

	The ability to manage and develop individuals and teams in a positive and motivational way.
	X
	
	A/I

	Working knowledge of Microsoft Office with basic computer skills.
	X
	
	A/I

	Ability to work and maintain confidentiality.
	X
	
	A/I

	An inclusive and empowering individual who is accepting of new ideas and direction. 
	X
	
	I

	A willingness to work evenings and weekends and to be flexible in their working pattern to ensure the continued smooth running of the services. 
	X
	
	I


Assessment will take place with reference to the following information
A = Application Form	I = Interview	C = Certificate

	Desirable Criteria
	Measurement

	
	APP
	INT
	C

	Current or previous registration with the CQC. 
	ü
	ü
	ü

	Relevant Care and/or Nursing and Management qualification (e.g. NVQ/QCF in Management; NVQ 4 in Care; Registered Manager’s Award; QCF Level 5 in Leadership for Health and Social Care; RMN etc) 
	ü
	ü
	

	Additional relevant qualification
	ü
	ü
	ü

	Evidence of ongoing CPD to demonstrate knowledge of latest research and good practice guidance
	ü
	ü
	ü

	Experience of marketing services/selling market placements
	ü
	ü
	ü






Competency Framework

	Core

	
	Demonstrates fortitude in actions and personality
	

	
	Continued focus on people we support and engage with
	

	
	Communicates and interacts with colleagues positively
	

	
	Take responsibility for personal practice and development
	

	
	Strives for quality improvement
	

	
	Delivers functional competencies
	As set out in your job description. 



	Leadership

	
	Shares and develops relationships
	

	
	Champions team culture and purposeful development
	

	
	Plans effectively and delivers innovatively against business objectives
	








Values

	Organisation Values
	Measurement

	
	APP
	INT
	AST

	
	Nurture
	To support, cherish and encourage the individual based on their own opportunities now and into the future.
	ü
	ü
	ü

	
	Flourish
	To provide the right environment and encouragement for each individual to make their own unique achievements.
	ü
	ü
	ü

	
	Grow
	To foster, cultivate and develop positive relationships and progression.
	ü
	ü
	ü




	Team Charter
	Measurement

	
	APP
	INT
	AST

	
	Honesty
	Mutual honesty is the cornerstone of any relationship we build with the people we work with.
	ü
	ü
	ü

	
	Empathy
	We work to understand and empathise with all the individuals we care for – it is important we show empathy and not sympathy.
	ü
	ü
	ü

	
	Aspiration
	We work to assist all individuals aspire to achieve their goals and outcomes.
	ü
	ü
	ü

	
	Respect
	We treat others in the same way we wish to be treated and to build shared respect.
	ü
	ü
	ü

	
	Teamwork
	We strive to provide consistency in our approach through effective teamwork and to bring the best out of each other.
	ü
	ü
	ü














	Registered Manager
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