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JOB DESCRIPTION
	Position: Team Manager
Date prepared: 
Date reviewed: December 2021
	Prepared by: 
· HR Advisor


PRIMARY OBJECTIVES: 
This role exists to:

· Provide excellent leadership and management to the staff team.

· Ensure the delivery of quality recovery focussed services to our clients.  

· Support the sustainability, growth and development of the service and Ember.

	Reports to:
	General Manager

	Key Relationships:
	Internal
	External

	
	· Staff team

· General Manager

· Executive Management team

· Operational Leadership team

· FAHRT Support team
	· Service Users / Guests / Peers

· Families / Whanau

· Referring Agency 

· DHB Clinical Teams

· Local Community Agencies

· Neighbours / Local Businesses

· Statutory Agencies 

	Key Result Areas
	1. Team Management & Leadership

2. Financial Management 

3. Quality Assurance 

4. Compliance & Reporting

5. Culture & Values

6. Personal Development

	Work Complexity (what issues make the job complex or challenging?)
	The Team Manager is responsible for their service which includes technical HR, Finance, Compliance and Reporting requirements.  May be geographically distant from head office and immediate management support.  Participates in an on-call roster covering all services.


	Key Result Area 1

Team Management & Leadership

Provide the environment to generate a high performing, capable, productive and engaged team that delivers outstanding services.  Manages the service so that optimal levels of staff are available for rosters, are qualified, trained, motivated, coached and developed to perform well in their roles.


	Key Responsibilities
	Key Tasks

	Recruitment

Line Management

Training & Development

Staff Engagement

Performance

Roster Management

Team Meetings

On-Call


	· All necessary approvals and processes are followed for team member (and casual) recruitment

· All new team members will have a site orientation and full service and role induction

· New team members have a weekly review

· All team members have at least monthly line management supervision

· All team members have a completed and regularly reviewed performance appraisal

· Timesheets and Leave forms are managed accurately and efficiently

· Training Matrix is checked, and all necessary actions taken

· Training is prioritised

· Areas for staff personal development identified through appraisal process and actions agreed

· Identify and deliver initiatives to sustain or improve team engagement levels

· Team members receive accurate and supportive feedback about their performance

· Poor performance is identified, and actively managed and performance improvement plans developed and reviewed

· Disciplinary processes are followed according to policy 

· Service rosters are completed at least two weeks prior to start date and team advised

· Shift gaps or additional staff requirements are managed and covered effectively

· Facilitates regular team meetings including standard agenda items as agreed with GM

· Will participate in an on-call (out of hours) roster in line with current policy




	Key Result Area 2

Financial Management

Has a sound understanding of Financial Management principles and Ember’s financial procedures. Provides role modelling to team, leads budget conversations, and actively manages the services financial processes within the delegated authority.


	Key Responsibilities
	Key Tasks

	Service Budget

Petty Cash

Client Monies (where applicable)
	· Prepare for and prioritise annual Service budgeting process

· Budget is checked every month and variances reported

· All financial requests are made within delegated financial authority and policy

· Petty cash reconciliations are completed accurately and on time

· All PA / Grocery reconciliations are completed accurately and on time


	Key Result Area 3

Quality Assurance

Ember is recognised as a leader in the sector due to quality initiatives that drives Service User satisfaction, sound business plans that support service delivery, compliance with external and internal audits and mutually advantageous external relationships.


	Key Responsibilities
	Key Tasks

	Service User Feedback and Service User involvement

Business Plans

Adherence to Service Model and Best Practice 

Audit (internal/external)

Team Meetings

Relationship management
	· Complaints, compliments and feedback from Service Users are acknowledged and actioned

· Satisfaction survey responses are reviewed to introduce service improvements

· Service User LD co-ordinator is supported and welcomed into the service

· Annual Business plan is completed with team and service users

· Plan is regularly reviewed, and actions/updates reported 

· All client paperwork is up to date, accurate and of a high quality

· Plans for clients include a focus on key priority areas; family, employment, physical health and wellbeing, living environment

· Registered Mental Health Professionals are working within their scope of practice and are adding value to the service 

· There is a structured programme available for residential clients in line with the service model to support recovery 

· Undertakes and reports on regular internal audits as specified in the Quality Plan:

· Client records

· Restraint and restriction 

· Environmental / Health & Safety

· Cleaning, Food Storage & Handling

· Infection control 

· Fire Safety

· Prepares for external audits and ensures action points from previous audits are actioned and completed

· Facilitates regular team meetings including standard agenda items as agreed with GM

· Has effective relationships with:

· service referral agencies

· clinical teams 

· Represent Ember externally and promote the services offered

· Identify gaps in local service provision and other possible development opportunities for Ember


	Key Result Area 4

Compliance & Reporting

Demonstrates and provides leadership and a positive example to their team in all Embers policies and procedures, operational leadership and Health & Safety. Meets all requirements for reporting and ensures the service always operates within contract specifications.


	Key Responsibilities
	Key Tasks

	Contract specifications

Policy & Procedure

Reporting (internal/external)

Outcomes measures

Incident reporting / investigations

Health & Safety

Operational leadership


	· Ensure that the service meets all contract specifications 

· Evidence funder or management approval for exceptions to contract

· Have knowledge of and work within all Ember Policies and Procedures 

· Make recommendations for policy updates or review where required 

· Ensure team members work within policy and procedure and report any exceptions

· Address breaches of policy or procedure where identified

· Investigate and report any potential misconduct or serious misconduct relating to breach of policy or procedure

· Life Data will contain all necessary information, client records, client notes and updates as required

· Complete all reporting required comprehensively, accurately and on time

· Internal reporting:

· Monthly and quarterly report to GM

· Audit reports as specified

· External reporting:

· Monthly and quarterly reports required by funders

· Ad hoc reports required by stakeholders

· All service users are supported to complete a WHOQOL quarterly

· Service user plans are reviewed for quality and achievement and successes reported

· Service statistics are reviewed, and anomalies reported

· All incidents at the service are reported and investigated within required timeframes

· Participates in Health & Safety Meeting

· Ensure the safety and well-being of all staff within the workplace

· Undertake and report on health & safety audit 

· Raise any urgent health & safety issues with the GM

· Actively participate in and prioritise Operational leadership meetings

· Share knowledge and expertise to enable a shared learning environment to support peers

· Participate in projects and initiatives that support the aims of Ember’s Purpose and Values




	Key Result Area 5

Culture & Values

Encourage and role model positive behaviours, participation and communication in all Ember activities and in line with Ember Values.


	Key Responsibilities
	Key Tasks

	Team Charter

Role model Values and Purpose

Communication

Value excellence in team

Promote a learning environment

Actively participate in organisational events


	· Develop and maintain a team charter that is complimentary to the Purpose and values of Ember

· Ensure a positive culture within the team and highlight where the values are demonstrated 

· Provide accurate information on organisational updates and changes to the team both in writing and in team meetings

· Provide regular written and verbal updates on service to the GM

· Always communicate to the team or to external stakeholders in a way that is positive and supportive of Ember and the management team

· Acknowledge and provide positive feedback where team members demonstrate the values and purpose of Ember 

· Highlight excellence to the wider organisation and the management team

· Positively reinforce the importance of core training and personal development

· Provide a physical environment that allows for quiet study and reflective practice

· Promote organisational events and support team members to attend:

· All staff meetings

· Christmas Party

· AGM




	Key Result Area 6

Personal Development

Continually strives to improve and develop, role modelling positive behaviours to the team.


	Key Responsibilities
	Key Tasks

	Report to General Manager

Identifies areas for own learning and development
	· Attend regular line management supervision with the GM

· Report and provide service updates as required both formally and informally 

· Role model positive line management relationships to the team

· Comprehensively complete annual appraisal and personal development plan

· Attend training as required 


The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be a complete list of all responsibilities, duties and skills required of the position and the job holder.

KEY COMPETENCIES/SKILLS
Skills:

· Working with disabled people

· Working with Maori

· Working with Families and Whanau

· Working within Communities

· Challenging Stigma and Discrimination

· Upholding Law, Policy and Practice

· Maintaining Professional and Personal Development

Personal Attributes:

· Compassionate & Caring:  sensitive and empathetic

· Genuine:  warm, friendly, fun, have aroha and a sense of humour

· Non-judgmental:  non-discriminatory, welcomes diversity

· Open-minded:  culturally aware, self-aware, innovative, creative and positive

risk takers

· Optimistic:  positive, encouraging and enthusiastic

· Patient:  tolerant and flexible

· Professional:  accountable, reliable and responsible

· Resilient

· Supportive:  validating, empowering and accepting
· Understanding
Role-models and upholds key EMBER Values:

· Whakapono – We demonstrate belief and passion in everything we do.  The love we demonstrate for our work and our faith in its outcomes drives us to be the best we can be.
· Tino rangatiratanga – We put people first.  We believe that all people have the right to self-determination.  We create opportunities that allow people to achieve their potential and restore their tapu and mana.

· Kotahitanga – We work as a team and we work in teams.  We always strive to create partnerships and to maintain togetherness in all our endeavours.
· Kia Pono, Kia Tika – We recognise that our work is not easy.  We combine professional and lived experience to stay grounded.  We keep it real; we keep it honest, and we always behave with integrity.
I have read and understood my job description including the attached Appendix A: Hazard/Risk Register and Controls:
Name: _______________________________ Signature:  ____________________________

Date:  ______________________  
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	hazard/risk register and controls



All work roles have inherent hazards associated with them.  The roles that you will be involved in at Ember are no exception.  As your employer, Ember is required by law to manage such hazards and the associated risks.

Possible hazards associated with your role are detailed in this document, together with measures that have been designed to ensure your Health, Safety and Wellbeing (H&S) 

The listed ‘control’ measures include various equipment, processes, policies and/or approved procedures.

All employees are expected and required to follow the established controls.

In addition to the above, all work areas have processes in place to identify hazards specific to that area.  Your site H&S representative/s are trained and will be able to assist you with any H&S issue.

	Risk / Hazard Identification
	Risk
	Risk Control

	Role/Task/Position
	Hazard / Potential Risk
	Risk/hazard may present itself:
	Level of Risk
	Risk controls in order of preference
	Residual Risk

	VDU users

(all employees)
	Strain / Injury 


	Overuse and/or

ergonomics
	Low
	Minimize by:

Workstation assessment, equipment and setup

VDU Training

Manually varying tasks

Taking regular breaks away from computer or task

Annual review of workstation setup.
	Very Low

	Manual handling/lifting
	Strain
	Excess weight
	Low
	Minimize by:

Back Care training

Utilizing appropriate services

Use of trolleys 

Ask others for help/assistance
	Very Low

	Working with public and clients
	Stress
	Verbal Abuse, Violence/aggression
	Medium to High
	Minimize by:

Attend appropriate training

Utilize team-based processes

Supervision

Debriefs

Be familiar with procedures for dealing with violence (security, police)
	Medium

	Working with public and clients

(all support workers)
	Infectious Disease 

Pandemics
	Unwell (infectious people)
	High
	Minimize by:

Infection control training appropriate to area – local procedures

Utilizing Personal Protective Equipment (PPE)

Paid sick leave and Return to Work programme

Vaccination programmes

Lockdown protocols

Self- Isolation

Contact tracing

Maintaining personal hygiene 

Regular hand washing

Social distancing

Ember / Government / Ministry Pandemic plan and guidelines
	High


	Role/Task/Position
	Hazard
	Possible Outcome
	Controls in place to Manage

	Working with public in the community 
	Isolation/lack of support
	Poor outcomes, stress, potential injury
	Minimize by:

Safety in the Community Policy – alert to danger cards

Local procedures (e.g., cell phones, access to consultation)

Team based reviews, risk management plans

Employee Assistance Programme (Benestar counselling/support) 

Regular supervision with Manager

GPS tracking

Personal alarms

Diary Management

In & Out boards on site

Phone in to Team Manager at the end of the day

On-call management outside of normal 9-5 working hours



	Driving for work – company vehicles

(All Employees) 
	Usual traffic hazards
	Breakdown/injury
	Eliminate/Minimize by:

Current driver’s license/NZTA Driver Check

Vehicle maintenance/e-learning training

Plan journeys and allow time for travel

Driver responsibility

Insurance/roadside rescue

Observing the speed limits

GPS speed monitoring and tracking 



	All Employees
	Slip, trips and falls
	Potential Injury
	Eliminate/Minimize by:

All employees are required to clean up a spill or remove an unsafe obstacle

Report hazard to Manager or H&S Rep

Use of provided ‘Spill Kit’

Isolate any hazard/obstacle




	Role/Task/Position
	Hazard
	Possible Outcome
	Controls in place to Manage

	All Employees
	Long hours

Lack of training/support

Bullying

Harassment 
	Stress
	Minimize by:

Report hazards, alert Line Manager, attend regular supervision

Regular meetings and appropriate training

Employee Assistance Programme (Benestar counselling/support) 

Utilising own GP

Harassment Policy/Officers

Having regular leave for rest and relaxation.



	All Employees
	Machinery/electrical appliances
	Potential Injury

Lack of service
	Minimize by:

Regular maintenance / checklist

Utilizing appropriate support services

Report hazard to Manager or H&S Rep



	All Employees
	Chemicals (very limited)
	Exposure/Injury
	Minimize and/or Eliminate by:

Clearly labelled and correctly stored

Accompanying Safety Data Sheet (S.D.S) / manufacturer’s instructions

Training

Purchase and use of non-toxic cleaning materials



	UV Exposure (All involved in outdoor activities)
	Sunburn

Sun Stroke
	Skin damage

Skin cancer
	Eliminate by:

Use of Sunscreen, hats & suitable clothing

Shaded areas / Sun Smart policy 

Training, information and guidance
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