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Regional Operations Co-Ordinator (Part-Time)
Reports To
People & Governance Director 
Hours
Part-Time 20hrs per week (5 days per week)
Hours to be agreed according to business needs.
Location
This role is Regional Office based with occasional work in Care Home as required.
Job Purpose
The Regional Operations Coordinator will provide comprehensive operational and administrative support to the Operational Management Team, ensuring the timely collection, coordination, analysis and reporting of key operational information across the care home group.
The post holder will play an integral role in supporting occupancy management, agency staffing oversight, regulatory reporting requirements and the effective flow of information between care homes and Head Office. The role requires excellent organisational skills, attention to detail and the ability to manage multiple reporting streams while maintaining accuracy and confidentiality.
Occupancy Reporting
· Coordinate and collate daily occupancy information from all care homes within the group.
· Review occupancy submissions for accuracy and follow up on missing, incomplete or inconsistent information.
· Produce and distribute consolidated occupancy reports to senior management.
· Maintain occupancy databases and reporting tools, ensuring information remains accurate and up to date.
· Identify and highlight significant occupancy trends, vacancies, admissions and discharges to the Operations Team.
Agency Staffing Coordination
· Coordinate the daily collection of agency staffing requirements from care homes.
· Liaise with Home Managers and approved staffing agencies to ensure staffing requests are recorded accurately.
· Maintain records of agency shifts requested and successfully filled.
· Produce weekly agency utilisation reports, including: 
· Hours utilised
· Cost analysis
· Agency usage trends
· Home-specific agency spend and utilisation
· Escalate significant agency staffing concerns or trends to the OperationsTeam.
Management Information & Reporting
· Coordinate the collection and collation of monthly management information from care homes.
· Monitor reporting deadlines and follow up on outstanding returns.
· Compile regional summary reports for review by senior management.
· Maintain electronic filing systems for management information and supporting documentation.
· Support the production of operational reports and performance data as requested by management.
Vaccination and Healthcare Returns
· Coordinate the collection of seasonal vaccination data across the care home group, including influenza and other vaccination programmes as required.
· Maintain accurate records relating to staff and resident vaccination uptake.
· Produce reports for senior management and external stakeholders where required.
· Support care homes in meeting reporting and data collection requirements.
Regulatory Support
· During periods of annual leave or absence of the Executive Assistant, act as a central point of contact for routine communications with RQIA.
· Assist with the coordination, preparation and submission of regulatory documentation as directed.
· Ensure regulatory correspondence is managed promptly and escalated appropriately where necessary.
· Maintain confidentiality and professionalism when handling sensitive regulatory information.
Operational & Administrative Support
· Provide administrative support to the Operational Management Team.
· Prepare reports, presentations, correspondence and management documentation.
· Coordinate regional meetings, including preparation of agendas, minutes and action tracking.
· Manage regional email correspondence and respond to routine enquiries.
· Maintain confidential records in accordance with GDPR requirements and company policies.
· Support the development and maintenance of reporting systems, databases and operational trackers.
· Assist with ad hoc projects and initiatives as directed by management.
Communication & Relationship Management
· Act as a key point of contact between care homes, Operations Managers and Head Office departments.
· Ensure information requests are communicated effectively and responded to within agreed timescales.
· Develop and maintain positive working relationships with Home Managers and support functions across the organisation.
· Promote effective communication and information sharing between operational teams.
General Duties
· Maintain confidentiality at all times.
· Work in accordance with company policies, procedures and professional standards.
· Comply with data protection and information governance requirements.
· Participate in training and continuous professional development activities.
· Undertake any other reasonable duties commensurate with the grade and responsibilities of the role.

Person Specification
Essential Criteria
· Minimum of two years' experience in an administrative, coordination or operational support role.
· Excellent organisational and time management skills with the ability to manage competing priorities.
· Strong attention to detail and commitment to accuracy.
· Advanced working knowledge of Microsoft Office, particularly Excel, Word, Outlook and Teams.
· Experience of producing reports, maintaining data records and analysing information.
· Ability to work independently and as part of a team.
· Excellent verbal and written communication skills.
· Professional and confidential approach to handling sensitive information.
· Strong interpersonal skills and the ability to build effective working relationships.
Desirable Criteria
· Previous experience within a healthcare, care home or social care environment.
· Experience of occupancy management reporting.
· Experience producing staffing, workforce or agency usage reports.
· Knowledge of care home operations and regulatory requirements.
· Experience using electronic rostering, workforce management or care management systems.
· Experience supporting senior managers or operational leadership teams.
Key Competencies
· Organisation and planning
· Attention to detail and accuracy
· Data management and reporting
· Communication and relationship building
· Problem solving and initiative
· Time management
· Confidentiality and integrity
· Teamwork and collaboration
· Customer and stakeholder focus
Role Summary
The Regional Operations Coordinator plays a key role in supporting the effective operation of the care home group through the coordination of operational information, management reporting, occupancy monitoring and workforce data. The role ensures that senior management has access to accurate and timely information to support effective decision-making and service delivery across the organisation.
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