


David Lewis - Job Description 
Post Title: 	Residential Services Administrator

Location:	David Lewis, Cheshire

Department:  	Adult Residential 

Reports to:	Heads of Service

Contract:	Full-time – 37.5 

Salary:	

1. Role Purpose
The Residential Services Administrator will provide high-quality, proactive administrative and organisational support to the Director of Residential Services, four CQC-registered Managers, eight Residential Managers, and wider multi-disciplinary teams. This role ensures the smooth, efficient, and compliant operation of residential services across the David Lewis organisation.
The postholder will be a key point of coordination, helping services to meet regulatory expectations, maintain high standards of documentation, and support effective communication across teams.

2. Key Responsibilities
Administrative & Organisational Support
· Provide comprehensive administrative support to the Director, CQC Registered Managers, and Residential Managers.
· Coordinate diaries, schedule meetings, prepare agendas, and take accurate minutes.
· Maintain organised filing systems (digital and paper), ensuring information is stored securely and is easily retrievable.
· Support the preparation and distribution of reports, presentations, and briefing papers.
Compliance & CQC Support
· Assist with compiling, updating and monitoring documentation required for CQC compliance, audits, and inspections.
· Support services in maintaining accurate records, logs, risk assessments and evidence for quality assurance processes.
· Track key deadlines (training, supervisions, health & safety checks, incident reporting) and ensure managers receive timely reminders.


Operational Coordination
· Support the smooth running of eight residential homes by coordinating communication, requests, and shared resources.
· Assist managers with staff rotas, timesheet collation, and liaising with HR on recruitment administration where required.
· Help maintain accurate records relating to residents, staffing, and service activity.
Communication & Stakeholder Support
· Act as a central point of contact for internal teams, families, external professionals, and partner agencies.
· Ensure timely communication across residential services, including circulation of updates, policies, and key information.
· Support the coordination of resident meetings, family engagement events, and internal service forums.
Data Management & Reporting
· Maintain accurate databases, spreadsheets, and dashboards to support operational monitoring.
· Prepare routine and ad-hoc data reports for internal and external stakeholders.
· Assist with collating KPI data, incident trends, quality assurance findings, and regulatory metrics.
Project & Service Improvement Support
· Provide administrative support for service development projects, audits, and improvement initiatives.
· Assist with chasing actions, tracking progress, and updating project documentation.
· Contribute to improving administrative processes and systems across residential services.








3. Skills, Knowledge & Experience
Essential
· Strong administrative experience, ideally in social care, health, education, or a regulated environment.
· Excellent organisational skills with the ability to manage multiple priorities.
· High level of accuracy and attention to detail.
· Confident IT skills (Microsoft Office, database systems, digital filing).
· Ability to handle sensitive and confidential information appropriately.
· Strong written and verbal communication skills.
· Ability to work independently and as part of a wider team.
Desirable
· Knowledge of CQC regulations or experience supporting a CQC-regulated service.
· Experience working with learning disabilities, complex needs, or residential care settings.
· Familiarity with HR processes, staff rota systems, or quality assurance frameworks.

4. Personal Attributes
· Professional, approachable, and highly organised.
· Calm and adaptable under pressure.
· Proactive and solution-focused.
· Strong interpersonal skills and the ability to build positive working relationships at all levels.
· Commitment to the values and mission of David Lewis and to promoting high-quality, person-centred care.
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