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About the Role
Behind every great care team is a great support team. Our administrative staff play an essential role in keeping Care One 2 One running smoothly, efficiently, and in full compliance with regulatory requirements. Without our admin team, delivering the high-quality, personalised care our clients rely on simply would not be possible.
If you are organised, professional, and passionate about supporting a care organisation, we would love to hear from you.

Your Duties & Responsibilities
Depending on the specific role, duties may include:
1. Coordinating and managing care staff schedules and rotas
1. Handling client enquiries via telephone and email professionally and sensitively
1. Managing and maintaining client and staff records in line with data protection legislation
1. Supporting care coordinators and team leaders with day-to-day administration
1. Processing invoices, payments, and financial records as required
1. Assisting with recruitment administration, including DBS checks and onboarding documentation
1. Maintaining accurate records in line with CIW regulatory requirements
1. Preparing reports, correspondence, and documentation for management
1. Liaising with Local Authorities, healthcare professionals, and other external agencies
1. Supporting the organisation during inspections and audits
1. General office duties including filing, scanning, and data entry

Our Services — What You Will Be Supporting
As part of the administrative team, you will be supporting the delivery of the following care services across our communities:
1. Personal care (washing, dressing, personal hygiene)
1. Medication support and management
1. Meal preparation and nutrition support
1. Respite care
1. Companionship and emotional support
1. Domestic help (cleaning, laundry, ironing)
1. Shopping assistance
1. Monitoring visits
1. Escort to appointments
1. Post-operative care
1. Dementia care (in some cases)
1. Support at night
1. Holiday cover for main carer

What We Are Looking For
1. Strong organisational and time management skills
1. Excellent written and verbal communication skills
1. A professional, discreet, and sensitive approach to handling confidential information
1. The ability to work effectively as part of a team and independently
1. Proficiency in standard office software (e.g. Microsoft Office)
1. An understanding of or interest in the care sector
1. Experience in a care, health, or social care setting is advantageous but not essential

What You Will Receive
1. Competitive salary
1. Annual leave entitlement included
1. Company pension
1. Full training and induction from day one
1. A supportive and friendly working environment
1. The satisfaction of playing a key role in delivering quality care to those who need it most

How to Apply
We would love to hear from you. Please complete the attached application form, download it from the website, and send it to:
📧  admin.business@careone2one.co.uk
📞  02920 850 211

We will keep your details on file and be in touch when a suitable opportunity arises.


