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JOB DESCRIPTION
Rota Support Coordinator

Responsible to: Rota Team Leaders, Head of Central Rota Management

Accountable to: Relief support workers

Relationships: To establish and maintain good relationships with all the people we support and
employees of the organisation.


Main purpose of the role:	
To be responsible for efficient scheduling and coordinating of cover for staff absence in supported Living and Residential services through the use of Relief workers and current employees, and when necessary to use agency staff. 

To support the Central Rota Team Leaders in identifying vacancy needs across your area. 
 
To produce solutions for ad hoc vacancies on a daily basis.  

To undertake supervisory responsibility for designated relief workers. 

There is a requirement to work weekends, at times independently. 

Managing staff availability and publishing of vacant shifts to the workforce ensuring compliance with regulatory requirements and company policies. 
Attend to agency cost control by means of authorisation of additional hours and confirmed and querying invoices. 

Key Responsibilities:
1. To work the designated hours as necessary to include weekend working
2. To keep accurate records on the computerised staffing system – including rotas, relief worker hours and additional overtime hours.

3. To ensure that all agency invoices are checked and accurate with the system before paying following an hour’s authorisation process. 

4. To attend team meetings where applicable.  
  

Schedule management and coordinating 

5. Maintain staff rosters, ensuring optimal coverage for all shifts in all areas, while adhering to relevant regulations and company policies at all times to include weekends 

6. Liaise with managers to understand staffing needs and adjustments, accommodating last-minute changes and requests including sickness and emergency leave. 

7. To arrange staff redeployment to minimise the impact of unexpected, last minute staff absences by means of resource management. 
8. Serve as a point of contact for support staff regarding rota-related inquiries and absence reporting.     

9. To ensure all peripatetic workers have been allocated locations of work within a reasonable time frame. 

10. To support the Team leader in identifying permanent placements of peripatetic workers. 

11. Supporting ad hoc projects relating to support staff cover.  

Communication 
12. Communicate schedule changes to key stakeholders, addressing any concerns promptly.
13. To liaise with Registered and Service managers as soon as practicable on sick absences and its likely duration and subsequently the date of return to work.
 
14. To liaise regularly with the Rota Team Leaders, Registered Managers, Home Managers and the Heads of Service. 
15. To inform the Team Leader and People services Department of any changes.
 
16. To ensure that all staff are contacted on an objective and fair basis in accordance with the Organisation’s Equal Opportunities Policy and communication policy. 

17. Monitor Rota Team email accounts actioning as necessary in a timely manner. 

Compliance 

18. To undertake such staff training as considered appropriate, and any requests for training to be made via training booking system. 
 
19. Ensure compliance with all relevant laws and company policies related to relief and agency worker’s working rights. 
20. To ensure staff working hours follow the regulations around the Working Time Directive. 

21. To undertake, arrange and monitor induction for new members of the Relief team.
22. To ensure that all relief and agency workers have the correct training before being placed on shift as well as shadow shifts when required. 

23. To undertake supervisory responsibility for allocated relief workers. 

24.  Ensure checks for training and safe recruitment compliance for agency workers provided to the organisation prior to appointment


Problem solving 
25. Identify and resolve scheduling conflicts and issues proactively, ensuring minimal disruption to operations while maintaining maximum efficiency.

26. Ensure interim cover is arranged for daily staffing issues.

27. To identify shortages in staffing and propose permanent placements for new referrals based on the operational needs of the services in your areas to your Team Leader.  
 
Support 
28. Provide support to Rota Team Leaders, people services team and service managers with interviewing shortlisted candidates and provide support to the location rota suitability. 

29. To liaise with the Operational Service Managers, Finance Teams, and People Services Teams around changes to rotas in response to organisational needs and changes to commissioned hours. 



All staff are required to always represent Autism Together in a professional and responsible manner. 

Staff are required to undertake, in exceptional circumstances, and following prior consultation, other duties which may, from time to time be specified by senior management.

As with all post in the organisation, a high degree of confidentiality is always expected. At no time will the post holder discuss the individual people we support, their families or other confidential matters connected with Autism Together and its staff, outside of the organisation.  Notwithstanding, under our confidential reporting policy you will be required to raise any concerns, particularly those concerns which may be deemed a matter of safeguarding the people we support.

----------------------------
This is intended as a guide to the main responsibilities of the post and is not an exhaustive list of duties. This Job Description is subject to amendment, following consultation with the post holder.

Please note that this position will be subject to a basic DBS check.

Information Assets and Cybersecurity
As part of your role you will be responsible as an Information Asset Owner in supporting the organisation with cyber security and in its protection of its information assets. 

Data Protection Act / GDPR
We are all expected to be aware of the Data Protection Act/GDPR and to follow the local Codes of Practice to ensure appropriate action is taken to safeguard confidential information
	



















Person Specification 

Qualifications
	Essential
	Desirable
	How this can be demonstrated

	Numeracy and Literacy (e.g., Maths & English GCSE)
	Management Qualifications (willing to work towards QCF Level 3 or equivalent in Leadership and Management)
	Application/Interview

	
	Qualifications in Health and Social Care Level 3 (willing to work towards QCF, NVQ)
	Application/Interview

	
	Other qualifications deemed relevant to the post
	Application/Interview



Experience / Knowledge
	Essential
	Desirable
	How this can be demonstrated

	Knowledge of Care Standards  
	Excellent knowledge and understanding of people on the autism spectrum
	Application/Interview

	Rota management and maintenance
	Staff and Performance Management
	Application/Interview

	Knowledge of electronic databases and Microsoft office
	Staffing deployment (Relief, agency and overtime)  
	Application/Interview

	
	Experience of working with people with autism in a care or vocational setting.
	Application/Interview

	
	Experience of using Quality Assurance systems  
	Application/Interview









Skills / Abilities
	Essential
	Desirable
	How this can be demonstrated

	Excellent oral and written communication
	Ability to Drive/ Access to car
	Application/Interview

	Ability to work flexibly and cope with rapidly changing scenarios
	
	Application/Interview

	Team player
	
	Application/Interview

	Working to tight deadlines
	
	Application/Interview

	I.T. skills (Microsoft PowerPoint, Databases)
	
	Application/Interview

	Ability to work in a high-pressured environment  
	
	Application/Interview

	Commitment to the organisation’s values
	
	Application/Interview

	Commitment to continuous professional development and training  
	
	Application/Interview
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