
    
 
Assistant Unit Manager (Residential) 
      
Ref no: 2865/3522 
 
Salary - Band 9 £31,370-£34,787 pa pro rata plus a 17% shift enhancement  
Various hours available - 37 hours per week  

7.00am - 10.00pm, the rota incorporates some weekend working and may include 
Bank Holiday working. 

 
Portsmouth Local Authority is committed to safeguarding and promoting the welfare of 
vulnerable adults, and expects all staff and volunteers to share this commitment. 
 
DBS Disclosure at Enhanced level will be required prior to any offer of employment and 
this post is exempt from the Rehabilitation of Offenders Act 1974. 
 
What is the purpose of Adult Social care from a service user perspective? 
"Help me, when I need it, to live the life I want to live" 
 
The Service 
 
Shearwater is in Milton and is a purpose built home for 60 adults with dementia.  We 
opened in August 2005.  The accommodation is over 3 floors with 20 residents on each floor. 
Each bedroom has its own en-suite bathroom and shower.  We have over 100 staff in our 
team who work different shifts across all floors within the home. 
 

We are fully committed as a team and are involved in all aspects of our resident's lives.  
It can be hard work and mentally & physically strenuous but rewarding for the right 
person with the right skills and values. We provide person centred care to our residents 
and encourage them to make choices as part of helping them maintain their 
independence as much as possible.  We encourage activity based care.  
 
As a service we take pride in our work by valuing others, focusing on what's important so that 
we make a real and positive difference.  Our values are outlined in our Ways of Working and our 
Guiding Principles and if they reflect how you are and how you work then this could be the role 
that meets your expectations. 

 
What is the role?  
 
To be responsible for supporting the manager and deputy manager to run the 
Residential Home, you will assist in managing all the care / domestic staff in the unit as 
well as being first line manager to allocated staff. You will be responsible for personal 
supervisions, appraisals, probation meetings and to assist staff development.  
Supervising the day to day activities, staff rotas ensuring adequate staffing on a daily 
basis in the unit, booking and ensuring staff have the correct training, leave requests, 
absence management and referrals to occupational health, keeping clear and concise 



    
 
records and communicating effectively with health colleagues, other professionals and 
relatives.  
 
You will need to work well under pressure and be proactive in your decision making, 
whilst maintaining a professional approach. 
 
You will need to be flexible and work well as part of a team, and be able to deal with 
difficult situations in the absence of the unit manager. 
 
You will be creating and maintaining care plans to promote independence through 
person centred care planning. Your role will involve some direct hands on care; you 
will supervise day to day activities such as administering medication, communication 
with GP's, liaising with district nurses, recording events and dealing with general 
enquiries and arranging staff cover during absence. 
 
You will be required to complete pre-assessments and applications for Deprivation of 
liberty safeguards (DoLS) for people without capacity 
 
You will have the responsibility to ensure that the administration of medication is safe 
and senior carers are trained and competent with quarterly competency checks of on 
them administering medication. 
 

You will be ensuring that procedures are followed & that standards of care are 
maintained at all times by staff, so that the care and wellbeing of service users is of the 
highest quality.  
 
All staff need to observe Health and Safety requirements for the unit and take 
responsibility for the safety and welfare of the residents, themselves and the safety 
and security of the building overnight. (Fundamental standard 7 Premises and 
equipment).  

As an assistant manager supporting vulnerable adults you must be open and transparent. 
Should something go wrong or you witness unsafe practice, you have a responsibility (duty 
of Candour) to ensure you raise this concern with a manager immediately. (Fundamental 
standard 12). 

Who is the person? 
 
You need to: 
 

1. Have an NVQ 4 in Social Care. 
 

2. Have a comprehensive understanding of equality and diversity. 
 

3. Have substantial experience working in a residential setting with cognitive 
behaviour/dementia residents. 



    
 

 
4. Have a clear understanding and demonstrable evidence of supervisory skills. As 

you will be required to supervise staff and support their training and 
development need, managing poor performance and sickness levels. Knowledge 
of staff rotas is also needed to ensure the correct staff levels for the service 
maintained. 
 

5. You will need to have an understanding and ability to apply the regulatory 
requirements regulation 18 Safe staffing and regulation 19 Proper persons 
employed. As you will be required to support the manager in recruiting staff, 
shift planning, covering gaps in rotas and booking staff onto training.  
 

6. As an assistant manager supporting vulnerable adults you must be open and 
transparent. Should something go wrong or you witness unsafe practice, you 
have a responsibility to record and report your findings (duty of Candour 
regulation 20).  
 

7. As an assistant manager you must be competent to carry out the fact finding 
process following any concern and/or incidents raised during your shift and to 
record and report your findings to appropriate relevant professionals at the 
earliest opportunity (Fundamental standard 12). 
 

8. Have the ability to keep accurate and up-to-date records and systems to 
maintain securely an accurate, complete and contemporaneous records in 
respect of residents and staff as per CQC regulatory requirement 'Good 
Governance regulation 17  
 

9. Have excellent verbal communication skills as you will be liaising with visiting 
professionals and the  ability to converse at ease with clients and customers and 
provide advice in accurate spoken English is essential for the post 
 

10. Good understanding of Audits and complaints. As you will be required to 
implement and maintain systems within quality assurance framework 
 

11. Have the ability to work with a diverse group of other professional such as social 
workers, doctors and occupational therapists as you will be attending multi-
disciplinary team meetings (MDT) on behalf of the resident. 
 

12. Have a good understanding of the Mental Capacity Act 2005 and DoLS as you 
will be required to complete DoLS applications and will be making and recording 
Best interest decisions for residents 
 

13. Have good knowledge of IT systems and other assistive technology. 
 

14. Have experience of administering, storing, stock checking and transcribing of 
medication. In addition you will be required to carry out medication 



    
 

competencies assessment on junior staff who administer medication. This a 
fundamental requirement of the assistant unit manager role regulatory duty 12 
Safe Care).  
 

15. Have a calming nature to deal with emergency situations and have experience of 
negotiation and decision-making, dealing with staff conflict and behaviours that 
challenge.  
 

16. Have the ability to work with challenging behaviour and able to diffuse these 
situations and support staff 
 

17. Have substantial knowledge of CQC regulations and relevant legislation to 
include care standards, health and safety, service delivery, confidentiality, data 
protection (GDPR), mental capacity act, employment law and equal 
opportunities and the ability to interpret them in terms of the service delivery. 
 

18. Be able to demonstrate competence in dealing with finance and budgets 
including ordering consumables, equipment and services. Have experience of 
cash handling and purchase cards 
 

19. To work flexibly, as on occasions you may be required to swap shift, work in a 
different unit or do additional hours to support service delivery or complete an 
urgent.  

 
Closing date: 26th January 2020 
Applications received after this may not be considered. 
Interviews will be held on week commencing 3rd February 2020 
 

How to apply: Please see attached documents at the bottom of the Job page and ensure 
you fully read and follow the guidance so you fully demonstrate how you meet the points on 
the job profile. PLEASE DO NOT JUST SUBMIT A CV. 
 
General Data Protection Regulation (GDPR) 

As part of any recruitment process, Portsmouth City Council collects and processes personal 
data relating to job applicants. Portsmouth City Council is committed to being transparent 
about how it collects and uses that data and to meeting its data protection obligations 
under the General Data Protection Regulations (GDPR). 

Completing and sending an application in for a vacancy is your consent for us to process 
your data for the purpose of recruitment.  Your data is not used in any other way and you 
can withdraw your consent at any point in the recruitment process and we will destroy or 
delete your information.  

For more detailed information on what we collect, how we use, store, delete data and your 
rights you can access a privacy statement on our Job board.   



    
 
 
This role is eligible for a DBS check and the DBS have published a privacy notice to ensure 
individuals are fully informed of the use of their personal data; their rights and that 
Portsmouth City Council are meeting the necessary requirements when submitting DBS 
checks.  It is important that you read and understand this privacy policy before any 
application is submitted to the DBS.   
 
Visit   https://www.gov.uk/government/publications/consent-privacy-policy  
 
Please include the below statement in your application.  It is important you know your 
rights. 
 
I have read the Standards/Enhanced Check Privacy Policy for applicants and I understand 

how the DBS will process my personal data and the options available to me when submitting 

an application    Signed…………………………….......................................Dated……………………………. 

 
If you have any queries, contact us on 023 9284 1191 (8:30am to 5:00pm Monday to 
Thursday, 8:30am to 4:00pm Friday). 
 
You will need to demonstrate that you have the Right to Work in the UK. No post will be 
offered without it. 
 
 

                

https://www.gov.uk/government/publications/consent-privacy-policy
http://www.jobsatportsmouth.co.uk/job_search_results.aspx?jcid=0&jcd=All%20Jobs&src=job_search_category.aspx
https://www.facebook.com/learninglinks.southern
https://twitter.com/#!/learning_links
http://www.linkedin.com/company/portsmouth-city-council

