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JOB DESCRIPTION – Care Coordinator 

 

MAIN PURPOSE   

To assist in the smooth running in the care provision. 

 

SCOPE OF JOB   

Responsible to the Registered Manager.  

 

OBJECTIVES  

Care Coordinator is responsible for the continuity of care of our customers; providing a 

vital link between the customer and their care worker; and assigning care staff so as to 

match the assessed needs of service users in a way that supports the agreed care 

outcomes.   

 

 

Main Duties and Responsibilities: 

 

1. Allocating care workers with the right skills and experience to deliver the best 

quality of care and support to each customer, aiming to maintain continuity of 

care all the time. 

2. Organising care workers’ rotas to minimise changes to the service and travel 

between customer’s homes. 

3. To confirm rotas with care staff and updating families their carers weekly 

rotas 

4. To respond to any changes on the rotas, last minute cancellations and reassign 

appropriately 

5. To ensure good communication with families and care staff updating any changes 

6. Responding efficiently to changes to day to day the care and support packages. 

7. Developing positive working relationships with customers, their families and the 

care team 

8. Sensitive understanding of customer needs and supportive telephone manners. 

9. To provide support and encouragement to service users to self manage their 

conditions as appropriate. 

10. To participate in service users’ continued assessment of their needs, status and 

conditions and follow up on documentation. 

11. To assist with care plan updates especially after a review / assessment done to 

a service user. 

12. To encourage a holistic approach to care, maintaining dignity, privacy and 

individuality of each client, incorporating psychological, social & spiritual needs  

13. To attend and represent the company at care reviews and other meetings. 

14. To facilitate the smooth running of the company by direct supervision where 
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necessary. 

15. To attend emergency callouts and ensure that cover is maintained at all times. 

16. To liaise with customers’ relatives, social workers, and others to ensure that 

levels of care are maintained. 

17. To report any concerns/queries involving yourself, service user or their families 

to the service manager 

18. To plan and conduct meetings with departmental personnel to ensure compliance 

with established practices; implement new policies and keep employees abreast 

of changes and current standards. 

19. To be on call as rostered by the Registered Manager and to cover calls as and 

when required. 

20. To assist in preparing budgetary recommendations; compile data for operational 

reports and analysis setting forth progress, trends and appropriate 

recommendations or conclusions.  

21. To assist in marketing by projecting a positive image of the Company at all times 

through professional behaviour and positive interactions. 

22. To participate in local office administration in a manner that maximizes cost 

effectiveness and quality of care and services. 

23. To perform other related duties incidental to the work described herein 

EMPLOYEES 

 

1. To monitor and control staffs work to ensure care is provided to a high 

standard  

2. To ensure that adequate staff cover is maintained and to provide cover for any 

deficiencies where necessary. 

3. To make random checks on care staff for time keeping and quality of care. 

4. To check staffs dress codes and staff attitude and aptitude on an ongoing 

basis. 

5. To supervise various personnel actions including, but not limited to, hiring, 

assessment, merit recommendations, promotions, transfers and vacation 

schedules; coordinate task assignments to ensure standards of quality are met.  

INFORMATION 

 

1. To maintain books and/or records in accordance with company procedures. 

2. To carry out compulsory administration procedures in accordance with the 

appropriate manual. 

3. Maintain confidentiality or information relating to patients, relatives, staff and 

the practice. 

4. Record information and activities undertaken with patients and carers in an 

accurate and timely fashion using manual or computer systems as appropriate. 
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TRAINING 

1. Induct new members of staff so as they become quickly effective. 

2. Train and encourage other staff as necessary, identify staff training needs and 

report to Care Manager.  

3. Make sure all staffs are attending training sessions as it is compulsory 

HEALTH & SAFETY 

1. Know the general principles of first aid and resuscitation to be able to 

undertake initial actions as appropriate. 

1. Know the health and safety policies and procedures within the workplace, 

including fire procedures, maintaining documentation, monitoring and maintaining 

of equipment and furniture within your area of responsibility. 

2. Identify the risks involved in work activities and undertake them in a way that 

manages the risks. 

3. Be aware of fire policy and evacuation procedure within the office.  

4. Make sure that staffs are provided with protective equipments. 

5. An economic and efficient use of resources must be maintained:  

• Be aware of COSHH regulations.  

• In accordance with Health & Safety at work act 1974, ensure as far as it 

is reasonably practicable, the health & welfare of yourself, customers, 

staff & visitors. You are required to enforce the Health & Safety policy 

of the office.  

• Training attendance is compulsory.  

EXPERIENCE 

• Experience of working with elderly clients. 

• Experience of dealing with members of the public. 

• Experience of handling difficult situation. 

SKILLS 

• Good verbal and written skills. 

• Effective communication and interpersonal skills 

PERSONAL QUALITIES 

• Aptitude and confidence for working in a rapidly changing 

environment 

• Ability to work effectively within a team 
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• Highly organized and able to prioritise tasks to be completed 

• Calm under pressure 

• Flexibility of working hours 

• Patience  

 

 


