
 

 
 

JOB TITLE:  Community Relations Manager 
 
REPORTS TO:  Managing Director  
 
 
PURPOSE:  
 
1. To keep Home Care Preferred on or ahead of Budget.  
2. To keep the Home Care Preferred’s Average Fee at or ahead of   
budget. 
3. To Market the business to ensure an adequate supply of enquiries.  
4. To effectively manage those enquiries to generate an appropriate level of new clients.  
5. To work with the Care Manager to organize assessments and plan services in a safe and 
compliant fashion.  
 
 
 
KEY PERFORMANCE INDICATORS:  
 
1. New client levels are either on budget or ahead of budget. 
2. The weekly fee income is either on budget or ahead of budget.  
3. All weekly KPIs as directed to complete are in line with agreed targets.  
4. All Sales and Marketing audits are positive 
 
 
 
MANAGEMENT  ETHOS:  
 
The CRM will undertake his / her duties and tasks in accordance with the Home Care Preferred 
Values': -  

 
QUALITY       
In the service we provide 
 
PASSION       
At the heart of everything we do 
 
INTEGRITY      
Always honest, respectful & fair 
 
CHOICE, DIGNITY & INDEPENDENCE 
Underpins our practise  
 
EQUALITY   
Committed to providing high quality person centred services, reflecting and responding to the 
diversity of the clients we serve 

   



 

 
 

KEY DUTIES AND TASKS:  
 
Enquiry Management  
 
Dealing with incoming enquiries in an efficient and timely manner; ensuring that they are 
comprehensively supported and enjoy the best customer experience 
 
Taking all prospective family and client's details on a Home Care Preferred enquiry form or putting 
directly onto the CRM system. . If other team members take these details the quality of that 
information remains your responsibility and you are to ensure that all entries onto the CRM are 
comprehensive, accurately recorded and supplied at a weekly Sales meeting. Any issues 
identified need to be brought to the Care Managers attention immediately and rectified through 
training.  
 
Making appointments with all enquiries; ensuring that 100% of all enquiries that contact Home 
Care Preferred subsequently have follow up calls unless they have requested otherwise.  
 
Complete all possible introductions personally ensuring that the prospect is fully advised of 
services available. 
 
Ensure that all introductory visits are completed in your absence are done so by a fully trained 
colleague. 
 
Keeping CRM database up to date and following up all enquiries through to the point of services 
starting or lost sale.  
 
 
Ensuring there is a next step in place for every enquiry and then delivering that next step  
 
Keeping in contact with stake holders for referrals such as Health Care Professionals; 
Networking Groups; Local community groups. 
 
Organise and attend events to promote the Home Care Preferred brand 
 
Brief PR consultants on events and monitor progress 
 
Enter Home Care Preferred to appropriate awards 
 
 
Reporting  
 
Ensure that all weekly, monthly and Quarterly reports that you may be required to complete are 
done so accurately and in a timely fashion.  
 
Ensure that if the Care Manager is required to complete any reports with a sales, marketing, or 
fee related element they have all of the required information in good time so they can produce 
timely and accurate reports.  
 
Ensure that CRM software is continuously maintained ensuring that every prospect has  



 

 
 

comprehensive and detailed notes describing every single interaction that the company has with 
them.  
 
Maintaining an accurate awareness of all warm and hot leads so that you can forecast ahead sales  
figure and likely new service rates; taking into account lost clients, predictable enquiry reductions, 
(i.e. holiday period) and any other relevant factor. 
 
Keeping the Care Manager informed of predicted new client levels to allow them effective  
operational planning such as staffing requirements  
 
Marketing  
 
Producing and delivering an effective Marketing Plan for the company 
 
Keeping in contact with stake holders and any other relevant health care professionals for referrals.  
  
Ensuring that Home Care Preferred offices continues to be well presented,so that it has the 
maximum impact with prospects and referrers during meetings.  
 
Taking full control of the positioning & quality of all marketing material including the website 
 
Maintain a watchful eye on online websites ensuring they are always up to date and presenting 
Home Care Preferred in the best possible light, any errors identified and changed..  
 
Work closely with the Care Manager and the Managing Director to ensure that activities are at 
the heart of all marketing and that effective internal and external publicity is achieved within the 
Home Care Preferred brand guidleines 
 
Financial performance  
 
Discharge the Marketing budget in line with company directives as required to drive enquiries and 
occupancy.  
 
Maintain all spending within allocated budgets as discussed with Managing Director and ensure 
that any variances are agreed in advance with him prior to any order being placed   
 
Comply fully with Company policy with regard to revenue and capital expenditure approvals.  
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Write any location reference here  

 

 


